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| NTRODUCTI ON

0001. PURPCSE. The Manpower Information Systens Support Ofice
Manual (Short Title: M SSO MANUAL) pronul gates policies, procedures,
and technical instructions applicable to the operation of the M SSO
in each MCTFS personnel reporting jurisdiction.

0002. RESPONSIBILITIES. The currency, accuracy, nodifications,
and distribution of this Manual are the responsibilities of the
Commandant of the Marine Corps (M). Conmanders are responsible
for the physical maintenance and tinely entry of changes in
their copies of this Mnual.

0003. CHANGES

1. Changes to this Manual will be nade as page repl acenents.
Changes will be nunbered consecutively and entered on the Record
of Changes page provided for that purpose.

2. Recommended changes will be submtted to the CMC (M).

0004. ALLOMNCES. Requests for changes in the authorized

al  ownances of this Manual will be submtted via the Joint
Comput er Ai ded Logistics Support System (JCALS) or Marine Corps
Publications Distribution System (MCPDS). Distribution is
limted to commands that are defined as a jurisdictional comand
or conmands responsible for the operation of a renote job entry
site.

0005. ORGANI ZATI ON

1. This Manual is organized in chapters which are nunbered
sequentially and listed on the contents page.

2. Pages are nunbered in sequence by chapter with the chapter
nunber precedi ng each page nunber; e.g., the fourth page of
chapter 3 is 3-4. Paragraph nunbering is based on a four- or
five-digit system The first (or first two if 5 digits) digit
identifies the chapter. The next three digits identify the
maj or

par agr aphs of that chapter. The remaining digits are used to
identify a particular part of a major paragraph and shoul d be



pl aced after the deci mal point when used as a reference.

exanpl e,

3101. 2b woul d identify subparagraph 2b of major

par agraph 101, chapter 3.

Vi

For
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CHAPTER 1

RCLE OF THE MANPONER | NFORMATI ON SYSTEMS SUPPCORT OFFI CE

1001. MANPOWAER | NFORVATI ON SYSTEMS SUPPORT OFFI CE

1. The MSSOis an extension of the CMC (M) and serves as the
jurisdictional pool of experts to assist reporting units in
their efforts to accurately report and retrieve personnel and
pay information using various autonmated manpower information
systens. The M SSO operates across traditional command |i nes
but under the cognizance of CMC (M) and a desi gnated
jurisdiction conmander.

2. The MSSOis the key link between the Reporting Unit (RU)
and the Marine Corps Total Force System database. The M SSO
coordi nates with higher headquarters and/or finance/di sbursing
personnel to resolve unit diary input problens, identify
nmeasures for data correction and nonitor potential system
deficiencies. The M SSO does not, however, provide

determ nations for pay entitlenent reporting. Requests for pay
entitlement determ nations should be submtted fromthe RUto
the Director DFAS-KC via Marine Corps Adm nistrative Analysis
Teans (MCAAT), local Adm nistrative Assistance Unit (AAU), or
t he supporting Finance Oficer/Disbursing Oficer (FQ DO).

3. The MSSOis the internediate | evel of a coordinated, Marine
Corps-wi de quality control effort for all data fields entered
via UD. The first level is the RUiItself. The highest level is
the CMC (M).

4. The M SSO provi des instructions and onsite assistance to
RUs, Manpower/ G 1 sections, and command adm ni strative

assi stance teans upon request or as the requirenent is perceived
by the M SSO The M SSO keeps all jurisdictional users advised
of current reporting/processing problens, system nodifications,
software rel eases, and procedural changes.

5. The M SSO assists RUs deploying in or out of their reporting

jurisdiction. Additional information concerning depl oynent
support is located in Chapter 7 of this manual.
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1002 M SSO MANUAL

1002. M SSO ORGANI ZATI ON AND CONTROL

1. Oganization. The M SSOis a conponent of the
jurisdictional commander's Table of Organi zation as indicated
bel ow. Each jurisdictional commander maintains admnistrative
and operational control over the M SSO resources.

2. Reporting Jurisdictions. The current personnel reporting
jurisdictions and jurisdiction conmanders are |isted bel ow

a. JURIS 02 (MCC 1M2) JURIS CMDR: CG MCB, Canp Lejeune, NC

b. JURIS 03 (MCC 1MB) JURIS CMDR: CG MCB, Canp Pendl et on,
CA

c. JURIS 06 (MCC 1M5) JURIS CVMDR CG  MCB, Kaneohe Bay, H

d. JURIS 09 (MCC 1M9) JURIS CMDR CMC (M), Headquarters
Mari ne Corps, Quantico, VA

e. JURIS 16 (MCC LA9) JURIS CVMDR: CO Marine Corps Support
Activity, Kansas City, MO

f. JURIS 17 (MCC LA9) JURIS CVMDR CO, WMarine Corps Support
Activity, Kansas Cty, MO

g. JURIS 27 (MCC 1M7) JURIS CVMDR: CG MCB Canp Butl er,
i nawa, JA

3. Staffing. Wth the increasing conplexity of system support,
the staffing of the M SSO has becone critical to the operation

of our manpower, personnel and pay systenms. The follow ng are

required to provide for adequate staffing of the jurisdictional

M SSCs.

a. Each M SSO has been assigned a uni que MCC for personnel
assi gnnent purposes. The CMC (MM will issue orders to inbound
repl acenents based upon the MCC assigned to the jurisdictional
M SSO.

b. Jurisdictional commanders shall identify requirenents
for replacenment of M SSO personnel to the CMC (M) along with
any recomrendations for replacenment. |If reconmmendations for

repl acenents are not received fromthe jurisdictional commander,
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M SSO MANUAL 1003

CcMC (M) and CMC (MM will select a suitable replacenent based
upon current assignment policies.

c. Requests for organizational structure changes to Tabl es
of Organi zation which include changes to the jurisdictional
M SSO shoul d be forwarded to CG MCCDC (TFS Div) with a copy to
CcMC (M) for comment.

4. Jurisdictional Support. The jurisdictional commanders are
responsi ble for the proper organi zati on and managenment of fiscal
matters necessary to support the m ssion and operation of the

M SSO within their jurisdiction.

5. Technical Control. The Director, Manpower Managenent

| nfformation Systens Division, (M), under the guidance of the
Deputy Chief of Staff for Manpower and Reserve Affairs ( M&RA),
is tasked with providing technical and functional direction as
wel | as staff cogni zance over all M SSCs. The technical and
functional direction provided by the CMC (M) is divided into
the foll ow ng sections:

a. The Field Support Branch (MF) of Manpower Managenent
I nformation Systens Division (M), is the functional manager for
the Marine Corps Total Force System (MCTFS), UD/M PS and
ARMS/ SELMS. Managenent responsibilities include the accuracy of
t he database, systens nodifications, quality control, tables
changes, reaccession of records, and changes to applicable
Marine Corps directives. In addition, MF nonitors, coordinates,
and controls all personnel admnistration functions within the
Marine Corps, is the adm nistrative occupational field sponsor,
and acts as the Functional Manager for the M SSGCs.

b. The Manpower |nformation Systens Support Activity
(M SSA) located in Kansas City, MO resolves current system
probl ens and facilitates system nodifications/devel opnent in
coordination with the Defense Finance and Accounting Service
(DFAS), Information Technol ogy Directorate (I TD)

1003. M SSI ON, OBJECTI VES, FUNCTI ONS AND TASKS

1. Mssion. To assist reporting unit commanders in the
accurate and tinely reporting, problemresolution, quality
control, and retrieval of MCTFS manpower, personnel, and pay
information in garrison or while depl oyed.
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1003 M SSO MANUAL

2. (bjectives

a. To serve as a regional representative for the CMC (M)
regardi ng MCTFS reporting, processing, and retrieval.

b. To provide technical assistance for RUs, as required, to
resol ve pay and personnel reporting problens in their personnel
reporting jurisdiction.

c. To provide the jurisdiction with a nmeans of training
per sonnel clerks and supervisory personnel involved in reporting
and retrieval of MCTFS data.

d. To nonitor the processing and file updates of MCTFS data
at the | ocal processing site and data transm ssion to the
central processing site.

e. To develop in conjunction with the jurisdictional
commander and nmj or subordi nate conmands, a depl oynment plan for
conti ngency operations.

3. Functi ons

a. To represent the CMC (M) as a regional source of
i nformation, assistance, and training regarding MCTFS reporting
and retrieval.

b. To provide for a personnel and pay systens quality
control capability for the reporting units within the
jurisdiction.

c. To maintain close |liaison between |ocal reporting unit
commands, finance/disbursing offices, G6s, information systens
of fi ces and conmand admi ni strative assistance teans, for the
pur pose of problemidentification and resol ution.

d. To performthose tasks and procedures specified by the
CMC (M) in support of policy changes and systens nodifications.

e. To identify and resolve MCTES reporting and processing
problens for individuals and RUs within their specific
jurisdiction.

f. To provide technical, procedure-oriented instruction to
RU per sonnel .
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g. To provide the RU commander with a reliable nmethod of
reporting and retrieval while depl oyed.

h. To provide capability for the central processing of UDs
created with the UDM PS or other nethods which require manua
i nterventi on.

i. To establish basic profile configurations for reporting
unit personnel to control access to MCTFS nanpower dat abases for
RUs within their jurisdiction.

j. To provide RU commanders and hi gher headquarters with
the training and education required for retrieval requirenents
via UUMPS, On-line access, or the Operational Data Store-
Enterprise (ODSg).

4. Tasks

a. To provide feedback to the M SSA concerni ng MCTFS
reporting problens identified within the M SSO jurisdiction

b. To acconplish internediate corrective action pending
syst eni procedural changes.

c. To provide a source of information for the jurisdiction
concerning the CMC policies, directives and guidance relating to
or inpacting on MCTFS.

d. To perform popul ati on screening by data el enent or Type
Transaction Code (TTC), and to isolate regional reporting and
retrieval problens or systemdifficulties.

e. To provide liaison, as required, between the RU
commander and the supporting FO DO to resol ve pay-rel ated system
pr obl ens.

f. To provide liaison, as required between command
adm ni strative assistance teans, the Defense Mega Center (DM,
CMC (M), MSSA and the RUs to ensure tinely and accurate MCTFS
i nput is achieved.

g. To provide witten and verbal information updates to the
RUs regarding current systens probl ens and procedural changes.
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h. To assist RUs in correction of erroneously entered
information contained in the MCTFS.

i. To respond to an individual or RU having a personnel or
pay reporting problem

]. To research each problemutilizing avail able research
tools and have a thorough knowl edge of the automated personnel
and pay reporting system

k. To resolve reporting problens.

|. To recomrend procedural and system changes intended to
rectify any encountered reporting problens to the CMC (M).

m To provide instructions for certifying officers, other
supervi sory and higher |evel staff personnel as
request ed/ di rect ed.

n. To assist RUs in the accurate and tinely reporting
requi renents when transitioning froma garrison to depl oyed
status and return.

0. To control input of off-line UDs whether actual UD M PS
di aries, nmessage diaries, or other formats requiring manual
i nterventi on.

p. To provide courtesy visits in the functional area of
MCTFS as requested by RU personnel or as deened necessary by the
M SSO

g. To provide the training and access necessary for RUs to
i ndi vidual ly request and print required personnel / manpower
reports and audit itenms (e.g. RED, BIR' BTR, ROS), and to
distribute any report to RUs not capable of providing this
service internally.

r. To nmintain close liaison with other M SSGs, M SSA and
the CMC (M).

s. To control access to CMC-sponsored manpower data files.
t. To provide training and education to RU comranders and hi gher

headquarters staffs on retrieval of personnel, manpower and pay data
via UJUMPS, On-line research or the ODS.
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CHAPTER 2

ELECTRONI C SI GNATURE SECURI TY

2001. | NTRODUCTI ON

1. On-Line Diary System (OLDS). The Master El ectronic Signature
(MELSIG is a unique code, which allows access to the unit diary
reporting process. The MELSIGis created by the M SSO O C/ SNCO C
by entering the unit's RUC and a SEED t hrough the jurisdictional
RFAXX account held at each M SSO. The resulting MELSIG is used by
the unit commander to create the commander's personal ELSIG The
commander’s ELSI G can then be used to assign the Electronic
Signature Control Oficer (ECO ELSIG or the Preparer, Reviewer and
Certifier ELSIGs.

2. Unit Diary/Marine Integrated Personnel System (UDY MPS). The
Master Electronic Signature (MELSIG is generated by the reporting
unit’s jurisdictional M SSO upon request fromthe reporting unit.
The MELSIG is a unique code that allows the unit conmander access
to the UDMPS system for assignnent/creation of the commandi ng
officer’s ELSIG Once the commandi ng officer’s ELSI G has been
created it can then be used to assign the Electronic Signature
Control Oficer (ECO ELSIG the Certifier, Preparer, Reviewer,

Vi ewer and Super Viewer ELSI Gs.

3. The electronic signature used in OLDS and UDJMPS is a seven-
digit al pha/nuneric code that is system generated when the user's
SSN and a three-digit SEED are entered by the ECO or Commandi ng
Oficer. Individual ELSIG and SEEDs are required to prepare,
review, and certify unit diaries.

2002. CONTROL OF RFA ASSI GNMENTS. The O C of M SSO- 09 at CMC (M)
is the ELSIG Control O ficer for the Marine Corps. This officer
mai nt ai ns the RFPA account and assigns the M SSO O C/ SNCO C as
Deputy ELSIG Control Oficers (ECO for each jurisdiction by
creating the JURIS RFAXX account. Upon relief or transfer of the
MSSO OC/SNCOC the MSSOw Il notify CMC (M) of the requirenent
to delete the outgoing Deputy as ECO and appoint a new Deputy ECO
for that JURIS. The Deputy ECO can assign an Assistant ELSIG
Control Oficer within their respective JURIS.
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2003. RESPONSI BI LI TI ES

1. Upon assuning the position of M SSO O C contact the ELSIG
Control Oficer at CMC (MF). Uilizing the O C SNCO C s SSN and
M SSO nai | i ng address, an ELSIG wil| be generated and forwarded to
the new Deputy ECO. This ELSIGw Il allow the M SSO ECO access to
RUC. RFA(XX) which provides the capability to generate M ELSI Gs,
for use within the on-line diary system The ECO of each MSSO is
only authorized to create MELSIGs for RUCs within their
jurisdiction. As such the ECOis responsible for ELSIG security
within their jurisdiction. MO P1080.40 (MCTFSPRI M provides

gui dance for the security of the MELSIG

2. MELSIGs are created on the foll owi ng occasi ons:

a. Upon relief, transfer, or any other change of a reporting
unit conmander. The request to create a new MELSI G nust be
submtted in witing to the M SSO by official correspondence.

b. Upon activation of a unit that will be reporting diaries.
CGeneral instructions regarding the activation of units are
contained in nmessage traffic released as a Marine Corps Bulletin
(MCBul) in the 5400 series.

c. Wen the MELSIG has been conprom sed or suspected of
conprom se the commander will imediately notify the M SSO by
tel ephone. A new MELSIGw || be generated and forwarded to the RU
Commanders. A witten request will be forwarded to the M SSO for
record purposes.

d. As required to support jurisdictional reporting |ocation
changes of the reporting unit. RUs on the Unit Depl oynent Program
(UDP) must request a new MELSIG fromthe gaining M SSO prior to
the Units arrival in the new JUR S.

3. Deletions of RUELSIGS. Wien OLDS units deactivate or go to
zero strength, the MSSO ECOw || delete all ELSIGs on file for the
deactivated or zero strength RUC.

4. Mai nt enance of M ELSI GS

a. For OLDS users, the MELSIG issued by the MSSOw Il be
destroyed as soon as the Conmanding O ficer has established his/her
ELSIG There is no requirenent to maintain a copy of the MELSIG
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for OLDS users as these ELSIGs can be issued in a short period of
tine.

b. For UDMPS users, the unit COECO W Il naintain the
M ELSI G and M ELSIG Di skette in a sealed envel ope with the CO ECO
signature and date across the seal. Qher instructions related to
t he mai ntenance of the MELSIG are contained in MCO P1080. 40.

5. M SSCs that support FMF units nmay also be required to create
M ELSI Gs for use by M SSO personnel to support those units

depl oyed. This is necessary to grant the O C of the M SSO "bhy
direction” authority to sign diaries transmtted via naval nessage
and to rekey unit diaries in special circunstances. A conpleted
Del egation of Authority Form (NAVMC 11119) nust also be on file
before diary certification support can be provided by the M SSQO

6. The MSSO s ECOis responsible for ELSIG security within their
jurisdiction. This includes obtaining receipts for MELSIGs from
t he commandi ng officers and nonitoring ELSI G security.

2004. ASSI GN M ELSI G

1. For an On-Line Diary (OLDS) unit, the MSSO w Il use OLDS
Option for ELSIG Control O ficer nmenu, see figure 2-1. The ECO wi ||
select Option 10 and enter their RFAXX ELSIG to create a MELSIG
for a RU see figure 2-2.

2. To create a MELSIGfor a UWUMPS unit, the MSSO wi || use
their Master ELSIG Creator CD to create the MELSIG The resulting
MELSIGw Il be saved to a diskette for delivery to the RU

3. The MELSIG nodule for UDJYMPS and OLDS will create a printed

| etter containing the MELSIG plus an encl osure that nust be signed
by the RU commander and returned to the M SSO (see figure 2-3).

The M SSO nust safeguard all M ELSI Gs assigned and account for
recei pt of the MELSIG by each commander.

4. The MSSOw Il either hand deliver or nail the MELSIG diskette
and transmttal letters to the RU for creation of the conmmander’s
personal ELSIG MELSIG diskettes and transmttal letters should
be doubl e sealed in an envel ope marked CO s EYES ONLY!

2005. CHANGE OMWN ELSIG  MCO P1080.40 (MCTFSPRIM requires an
i ndi vidual to change their ELSI G every 60 days or whenever the
ELSIGis suspected to have been conprom sed. |ndividuals my
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change their ELSIG through the appropriate (OLDS or UDMPS) ELSIG
nmodul e by entering a new SEED. OLDS users will use OLDS Option for
ELSI G Control OFficer Menu, OPTION 20 to change their own ELSIG

2006. ELSI G MANAGEMENT REPORTS

1. The MELSIG nodule within OLDS provides several ELSIG
Managenment Reports. To gain access to these reports, select OLDS
Option 30 on the OLDS Option for ELSIG Control O ficer Menu. The
foll ow ng reports are avail abl e.

a. Option 10 - List ELSIGS by RUC (Active). This report
di splays all active ELSIG holders in a RUC. This report is
commonly used during a site visit to determne if the commandi ng
officer or ECOis deleting ELSIG hol ders upon reassi gnnent,
transfer, or discharge fromthe unit. It will also display the
date that the ELSI G was | ast changed.

b. Option 20 - List ELSIGS by RUC (Deleted). This report lists
all deleted ELSIG holders for the unit.

c. Option 30 - Print All Active ELSIGS. This report prints
all active ELSI G holders on the ELSIG file for every RUC and DSSN
in the jurisdiction.

d. Option 40 — Print Al Active Duty ELSIGS. This report
prints all active duty ELSIG holders on the ELSIG file for every
RUC and DSSN in the jurisdiction.

e. Option 50 - Print All Reserve ELSIGS. This report is only
used by M SSO 17. This report prints all reserve ELSI G hol ders on
the ELSIG file for every RUC and DSSN in the jurisdiction.

f. Option 60 - Print AIl SSN S with SEEDS Not Changed in 60
Days. This report identifies those ELSIG hol ders that are not
changi ng their SEED every 60 days as prescribed in MCO P1080. 40
(MCTFSPRIM. This report should be generated nonthly. Once you
identify users that are not changing their SEED, notify the RU that
t he del i nquent ELSI G hol ders nust change their SEED or have it
del eted by the M SSQO

g. Option 70 - Print All ELSIG Violations. This report shows
users I Ds and User Accounts for which a user has been trying to
access the On-Line Diary Systemw th an invalid ELSIG  Mnitor
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this report for user departments not authorized access to the On-
Line Diary System

h. Option 80 - Print AIl CO Adder than MELSIG This report
identifies cases where a new M ELSI G has been created, however, the
old COmay still be recorded in the ELSIG file as M ELSI G hol der
This report should be nonitored to ensure that the nost current
commander is the MELSIG holder in the ELSIG file.

i. Option 90 - Print ELSIG S Not Touched in Over 90 Days. This
report identified ELSIG hol ders that have not used their ELSIG in
the past 90 days. ELSIGs that fall into this category should be
del et ed.

2007. CHANCE ADDRESS/ JURI'S FOR RUC

1. OLDS Option for ELSIG Control O ficer Menu Option 40 allows the
M SSO to change the unit address and jurisdiction. A new MELSIG
can not be created for a RUC in another jurisdiction.

2. This option is generally used to change the unit address and
jurisdiction after redesignation of a unit. The ELSIGfile is not
automatical ly updated when the TABLES 01 file is updated.
Consequently, the O C of the M SSO nust use Option 40 to change the
title and address. Failure to do so wll result in an incorrect
unit address printing on the diary header for OLDS users.

3. Address changes shoul d be acconpli shed upon recei pt of the
EVENT unit diary indicating an address change. This change should
be val i dated against a current MCBul in the 5400 series or upon
recei pt of a change or unit location as a result of a UDP or other
depl oynent .

2008. DELETE ELSI GS FOR RUC

1. Option 50 on the OLDS Option for ELSIG Control O ficer Menu
provi des the capability to delete all ELSIGs in a specified RUC
Use this option with EXTREME CARE as it deletes all ELSIGs in a
RUC.

2. This option is generally used to delete all ELSIG s when a RUC
is deactivated, converted froman on-line diary user to UD M PS
user or is reduced to zero strength. It is also used by the M SSO
to delete M SSO ELSI G hol ders for deployed units upon their return
(this does not include units on UDP).
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2009. LISTING OF ELSI G BY SSN AND RUC

1. Option 60 on the OLDS Option for ELSIG Control O ficer Menu
provides the capability to list ELSIGs by SSN and RUC.

2. This option is generally used to identify which RUC s a user
has been given ELSIG authority.

2010. DELETE ELSI GS BY SSN

1. ODS Option for ELSIG Control Oficer Menu Option 70 provides
the capability to delete ELSIG s by SSN.

2. This option is generally used to delete an ELSIG fromthe file
so a new ELSIG wi || appear on the screen for the user. A common
probl em occurs when a nenber is still on the ELSIGfile at their
former RUC upon the occasion of joining a new RUC. The systemw ||
not display an ELSIG on the screen if the nenber currently has an
ELSIGin the system This option is also used to delete M SSO
personnel upon reassignnment, transfer or discharge. This option
will delete all ELSIGs an individual holds fromevery RUC

aut hori zed. Use EXTREME CARE when using this option.

2011. DI SPLAY ELSI G FOR SPECI FI ED SSN AND SEED

1. Option 80 on the OLDS Option for ELSIG Control O ficer Menu
provi des the capability to display an ELSI G by entering a SEED and
SSN.

2. This option is used to display the ELSI G when a user has
forgotten their ELSIG but can renenber their SEED. EXTREME CARE
nmust be exercised when using this option. Disclosure to an

unaut hori zed person results in a conprom se of unit diary security.

2012. ASSI GN ELECTRONI C SI GNATURES. OLDS Option for ELSIG Control
O ficer Menu Option 90 allows the JURIS RFPA account holder to
assign personal ELSIGs (Certifier, Reviewer, Prepare or ECO to any
RUC within the JURIS. This option should only be used to add M SSO
menbers to the RUC in order to prepare M SSO diaries for that RUC.
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2013. ASSI GN ASSI STANT ELSI G CONTROL COFFI CER

1. Option 95 on the OLDS Option for ELSIG Control Oficer Menu
provi des the capability to assign an assistant ELSI G Contr ol
Oficer for each JUR S.

2. This option is used to assign an assistant to the ELSI G Contr ol
Oficer.

2014. MELSIG QUALITY CONTROL LOG Each M SSO O C/ SNCO C wi | |
maintain a Quality Control (QC) log of all MELSIGs issued for the
JURIS. At a minimnumthe log will include the unit title, RUC,
Commandi ng O ficer's nane, date issued, date transmtted, and date
recei ved by the Conmander for each M ELSI G assi gned.
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TELP1000- 01

ABCDEF

M SSO MANUAL

XX/ XX/ 2000
OLDS OPTI ONS FOR ELSI G CONTROL OFFI CER 09:17: 44

SELECT THE OPTI ON DESI RED. 10

2-10

10
20
30
40
50
60
70
80

ENTER RUC; (OPTI ONS 40, 50, AND 90 ONLY)
SSN: (OPTI ONS 60, 70, AND 80 ONLY)

SEED: (OPTI ON 80 ONLY)

JUR S: (OPTI ON 40 ONLY)

ASSI GN MASTER ELECTRONI C SI GNATURE

CHANGE OWN ELECTRONI C SI GNATURE SEED

PRODUCE ELECTRONI C SI GNATURE REPCORT

CHANGE ADDRESS/ JURI S FOR REPORTI NG UNI T

DELETE ALL ELSI GS FOR REPORTI NG UNI' T

LI ST ALL RUCS WH CH A MEMBER MAI NTAI NS AN ELSI G
DELETE ALL ELSI GS FOR A SPECI FI C SSN

DI SPLAY ELSI G FOR A SPECI FI C SSN AND SEED

90 — ASSI GN ELECTRONI C SI GNATURES
95 — ASSI GN ASST ELSI G CONTROL OFFI CER

99

TERM NATE ON- LI NE SYSTEM
PRESS ENTER TO CONTI NUE

Figure 2-1. —M ELSI G Menu
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TELPLOAD- 01 XX/ XX/ 2000
ABCDEF ON- LI NE DI ARY ASSI GNMENT OF | NI TI AL ELSI GS 06:17: 58

ENTER VERI FI ER SEED: (ENTER SEED FOR RFAXX RUC)

ENTER THE NUMBER OF THE REPORTI NG UNI T THAT YOU WSH TO
ASSI GN AN ELSIG TG 00000 (ENTER RUC)

AND THE SEED FOR THAT RUC. XXX (SELECT ANY 3- BYTE ALPHA/
NUMERI C CODE)

USE PF3 ENTER KEY TO EXIT TH S PROGRAM

Fi gure 2-2.—Assignnment of MELSIG Screen
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DEPARTMENT OF THE NAVY
HEADQUARTERS UNI TED STATES MARI NE CORPS
MANPOVNER AND RESERVE AFFAI RS
3280 RUSSELL ROAD
QUANTI CO, VIRG NIA 22134-5103

From MCTFS ELSI G Control O ficer

To: Commandi ng O ficer RUC 20002

Subj : ASSI GNMENT OF MASTER ELECTRONI C SI GNATURE (ELSI G
Ref : (a) MCO P1080. 35

Encl : (1) Acknow edgnent of Receipt of Master ELSIG

1. The followi ng constitutes the EUCE-UD/M PS Master Electronic
Signature for Reporting Unit 20002.

El ectronic Signature: YI4UZTI
El ectronic Signature Seed: ABC

2. In accordance with the reference, and to maintain the
integrity of the ELSIG system you nust ensure:

a. This docunent is kept in a secure area and sighted
on a nonthly basis. Should you | ose this ELSI G and SEED, or
suspect they have been conprom sed, notify the Oficer in Charge
of your Manpower Information Systens Support O fice (M SSO
i mredi atel y.

b. Your relief requests a new Master ELSIG to be issued by
the O C of your M SSO i nmmedi ately foll ow ng the change of
comand.

3. Pl ease acknow edge receipt of this information by signing and
returni ng enclosure (1).

MCTES ELSI G Control O ficer

Figure 2-3.--MELSIG Letter
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DATE

FROM  COVMANDI NG OFFI CER, UNI'T TI TLE
TO MMS ELSI G CONTROL OFFI CER, M SSO - XX

SuBJ: ACKNOALEDGVENT OF RECEI PT OF THE MASTER ELSI G

1. BY TH S LETTER, | ACKNOMEDGE RECElI PT OF THE MASTER ELSI G FOR
REPORTI NG UNI T 00001. | FURTHER ACKNOALEDGE THAT USE OF THE
PERSONAL ELSI G S CREATED FROM THI S MASTER ELSI G BY MYSELF,

A PREPARER, OR CERTI FYI NG OFFI CER CONSTI TUTES THEI R Bl NDI NG AND
LEGAL SI GNATURE.

2. THE MASTER ELSI G WLL BE MAI NTAI NED AND USED ONLY BY MYSELF TO
GENERATE THE COMVANDI NG OFFI CERS ELSI G UPON RECEI PT, THE MASTER
ELSI G WLL BE PLACED I N A SEALED ENVELOPE, THE ENVELOPE SI GNED OVER
THE FLAP AND SECURED IN A SAFE WTH LI M TED ACCESS. THE ENVELOPE
WLL BE CHECKED ON A QUARTERLY BASI S TO MAKE SURE I T

HAS NOT BEEN COMPROM SED. | F I LOSE TH' S MASTER ELSI G OR SUSPECT

| T HAS BEEN COMPROM SED, | WLL NOTIFY THE O C OF ¥ MANPONER

| NFORVATI ON SYSTEMS SUPPORT OFFI CE (M SSO) | MVEDI ATELY.

3. | WLL INSTRUCT My RELI EF THAT A NEW MASTER ELSI G MJUST BE

REQUESTED FROM THE O C OF THE M SSO | MVEDI ATELY FOLLOW NG THE
CHANGE OF COMVAND.

SI GNATURE

PRI NTED NAME
SSN
DATE

Fi gure 2-3.--Acknow edgnent of Receipt of MELSIG
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CHAPTER 3

ON- LI NE APPLI CATI ONS

SECTI ON 1: ON-LINE DI ARY SYSTEM

3101. | NTRODUCTI ON.

1. The On-Line Diary System provides a neans to prepare UDs using
conputers connected to 3270 at select RUs and within the M SSO  The
OLDS is a nenu driven system whereby the user specifies the functions
to be perfornmed via a series of interactive nmenu screen pronpts and
user responses.

2. Once the user successfully logs on to the system the systemwl|
di splay a master screen containing a list of available functions.
Initial pronpting screens are provided to support the I og on function
and the entry of ELSIG data. After the user has entered the ELSI G
they can create, review, certify or decertify a unit diary depending
upon the type of ELSIG authori zed.

3. Conpleted UDs which are certified prior to the execution of the
collection process, wll be processed at central with the next
schedul ed cycl e.

4. After the UD has conpleted processing the unit or M SSO may
retrieve on-line feedback reports via the MCTFS to verify posted and
rejected transactions submtted on the UD

3102. MCTFS REPORTS/ FILES. The following on-line reports are
features of the MCTFS OLDS. MCO P1080.40 provides requirenments and
procedures for auditing unit diary feedback reports.

1. Dary Statistics Report (DSR). This report is generated fromthe
Diary Statistics File (DSF). UD statistics will remain on the RU s
statistics file for 30 days after the cycle conpletion date. The DSR
serves the follow ng purposes:

a. Provi des a current status of all UDs.

b. Provides a neans of tracking processed UDs.
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c. Provides a neans of nonitoring accepted and rejected
transactions for each UD

2. Diary Feedback Report (DFR). Advisory nessages renain on the
Advi sory File (ADF) for approximtely 30 days after the action date.
The DFR is extracted by the RU for each MCTFS cycle and contains the
foll owi ng information:

a. All successfully posted transactions reported by HQMC where
the central master file logic sends an advi sory nessage to the RU

b. Al COWgenerated nessages resulting fromcentral processing
at DMC St. Louis. These transactions appear on the Advisory Report
with a UD nunber of 88888 and the date

c. Al PUREX nessages generated at central.

d. Al HQWC history "flow through” transactions to field RUs.

e. Routine advisory nessages.

f. Automated conposite score information and sel ect grade
i nformation.

g. Transactions reported by the fornmer RU which may require the
gaining RUto take corrective action.

h. Al successfully posted transactions reported by RUs where
the central master file |logic sends an advi sory nessage to HQWC.

3. Conpletion, Correction and Error Codes. The conpl etion code,
correction code and error code annotated on the ADF are defi ned
bel ow.

a. Conpletion Code. The conpletion code identifies the status
of a transaction after processing has conpl eted.

(1) “Space/Blank” — The transaction did not successfully
conpl ete processing (i.e., “SNAPS ). This is caused by intercepted
programinterrupts. The Error Code for a SNAP will be identified
with a *%.

(2) “1” — The transaction processed conpl etely.

3-4



M SSO MANUAL 3102

(3) “3” — Transaction entered by another comrand, conputer
generated transactions/advi sories/etc.

(4) “7° — A Format & Edit (F&E), error occurred.

b. Correction Code. The correction code identifies the type of
transacti on processed.

(1) “Blank” — Normal transaction.
(2) “1” — Del ete/ Add transacti on.
(3) “2” — Delete as Erroneous transaction.
c. Error Codes. Error codes are assigned to the various Type
Transacti on Code used by MCTFS (Refer to the current version of the

Error Code Table for conplete descriptions of TTC errors). The
followng error types are used in MCTFS.

(1) Format and Edit — Transaction failed in format and edit.

(2) Transaction Error — Transaction failed in Poster.
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CHAPTER 3
ON- LI NE APPLI CATI ONS

SECTI ON 2: USE OF HOMC RUC BY M SSO

3201. I NTRODUCTION. Input for the HQUC, RUC 548XX, wi |l be
conpleted in the UD format. Preparation, distribution, and
retention of the UD, and audit and retention of feedback reports
fromthe MCTFS will be conpl eted per MCO P1080. 40.

3202. REPORTABLE TRANSACTI ONS

1. The M SSO may report the foll ow ng transacti ons on the HQVC
RUC:

a. Transactions, which were reported by the CO of the PRUC
TADRUC, ADDLTEMPRUC, FAPRUC, which failed to post to the nenber’s
record within the originating RUC, was reported in the M SSO
jurisdiction.

b. Any transaction which is reportable by a RU, is not
restricted by this Manual, and is properly authorized in witing by
the CO of the menber's PRUC, TADRUC, or FAPRUC. It should be
enphasi zed that the HQMC RUC i s not intended to be used as a
replacenent for good UD reporting by the RU

2. The MSSOw Il not report any of the follow ng transactions on

t he HOQVC RUC:

a. Transactions contained in MCO P1080.40 which are identified
as HOQMC i nput only.

b. Joins and attachnents.
c. Transfers and attachment terni nations.

d. Transactions which have not been authorized in witing by
the CO of the individual's PRUC, TADRUC, or FAPRUC

e. Event entri es.
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f. AOAP infornmation.

3203. DOCUMENTATI ON

1. Wen reporting transactions authorized in witing by the CQ
cite the letter, naval nessage, etc., as the authority in a H STORY
Statenent. The follow ng exanpl es are provi ded:

HI ST: RUC 03003 UD 120- 1999

HI ST: CO H&SBN Meno 1080 1/ EMP:rdt of YYYYMVDD
2. The MSSOw Il retain source docunmentation for 2 YEARS for all

transacti ons which were not originally reported on the UD by the
CO.
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CHAPTER 3
ON- LI NE APPLI CATI ONS

SECTION 3: M SSO USE OF RUC M SXX

3301. I NTRODUCTION. M SXX provides M SSO personnel uni que
functions within OLDS. MSXX RUCis simlar to OLDSin that it is
menu driven with functions specified by the user through
interactive screen pronpts and user responses. Access to M SXX and
performance of certain functions within MSXX is controlled by
ELSIG The user gains access by signing-on to OLDS, entering
ELSI G SEED and in place of a RUC, the user will enter MS foll owed
by the appropriate JURIS code (e.g., MS09). Once the user
successfully |l ogs on, the system di splays the On-Line Active Duty
M SXX Menu as shown in figure 3-1. M SXX is not a separate system
but a nodul e containing functions/utilities which fall under the
responsibility of the M SSO.  These options give the M SSO contro
over sinple procedures pertaining to COLDS, help to naintain
flexibility and curtail the need for intervention by Minfranme
Support personnel in daily operations.

3302. M SSO STATI STICS REPORT. Prior to using Options 1 through 5
of the M SXX Menu, the analyst prints the M SSO Statistics Report.
The M SSO Statistics Report is displayed by selecting option B

(DI ARY STATI STICS REPORT) in the Online D ary Master Menu O d- FMF
Version. The M SSO Statistics Report lists all Event diaries
avail able for review and/or certification by the M SSO as shown in
Figure 3-2. The M SSO Certifier's SSN is displayed next to the
processed diaries which continue to appear on the report until
processed for approximately 2 to 3 weeks. |If a daily record is to
be retained, the screen containing MSSO Statistics Report should
be printed prior to taking action on diaries listed. Once the

M SSO Certifier’s ELSIGis entered, Event diaries appear as
certified diaries until the next cycle processes, then the Event

di ari es appear as processed diaries.

3303. EVENT DI ARY PROCESSI NG Event diaries cannot be batched by
breakout process for transm ssion to central until they are
recertified by the MSSO. The diary status field of the D ary
Statistics File controls this process in the sane manner as nor nal
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diaries. Event diaries are available for review by the M SSO when
they appear on the Diary Statistics File as avail able for action.
Diaries input by a RUvia an on line termnal will be available
when the RU certifier enters the Certifier’s ELSIG Diaries input
via UDJ MPS whet her by RJE transm ssion or delivery to the M SSO
will be available when the Diary Statistics File is updated by the
Cyclic Update Process. Event diaries will remain in a hold status
until certified by the M SSO at which tinme they will be batched
like normal diaries for transmi ssion MCDN to central during the
next collection process.

3304. EVENT DI ARY CERTIFICATION. Uilizing the MSSO Statistics
Report, each Event diary nust be reviewed by selecting Option 2
(Review and Certify a Diary) on the M S(XX) Menu.

1. Diaries Wthout Errors. Event diaries without format errors
shoul d be printed (if applicable) to facilitate preparation of the
t abl es update message, UDP information nessage, |ocal Event diary
checklist, and then certified using Option 2.

2. Dharies Wth Incorrect Data. D aries containing errors that
were input by the RU nmust be considered individually. The M SSO
del etes an incorrect entry by selecting to edit the unit diary
while review ng. Because the RU would have no way to recreate a
hard copy of the diary as it actually processed, the M SSO prints
the diary after processing and mails it to the RU  The M SSO
deletes all transactions fromincorrect diaries, and advises the RU
to correct the information via an event entry on a subsequent unit
diary.

3. Decertification of Event Diaries. Wen a determnation is nmade
that a certified Event diary contains an error, the diary may be
decertified by using Option 3 (Decertify a Diary). The Event diary
cannot be decertified after the daily collection process has been
conpl et ed.

3305. DELETING DIARIES FROM THE DSF. |If an RU finished the

previ ous year with low UD nunbers, it is possible that the unit
W Il produce diaries with the sane diary nunbers in the new year
before the previous year nunbers fall off of the DSF. Option 4 will
all ow you to del ete processed diaries fromthe DSF usi ng M S(XX).
This function requires a MSSO Certifier’s ELSIG (Note: This
option will only delete diaries listed on the statistics file. Al
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reported and processed transactions will remain on file. Contact
the M SSA directly when individual transactions are required to be
del eted.)

3306. PRINT A DIARY. Utilizing Option 5 on the M S(XX) Menu
(Print a Diary), the M SSO can print any diary which is still on
the DSF regardl ess of the nmeans used to input the diary.

3307. DETECTING M SSING DI ARI ES. Because RUs submt diaries

t hrough vari ous nodes of input and preprocessing verification by
the MSSOis limted, a nmeans of detecting m ssing diaries,
regardl ess of how submitted, is necessary. The Mssing Diary
Report (Option 9 on the MS XX nenu) provides a |listing of possible
m ssing diaries that nust be researched by the M SSO  The DSF is
organi zed as a list of diaries, processed during the previous 30
days for each RUC, sorted sequentially by UD nunber. Wen the

M ssing Diary Report is requested, the system conducts a search for
each RUC on the | ocal DSF and identifies any gaps between the

| owest and hi ghest UD nunber still on the DSF. Since diaries fal
off the DSF by cycle finish date vice diary nunber, a gap between
di ary nunbers does not nean the diary identified is actually

m ssing. The M SSO can check the Diary Audit Trail Report (Option
J on the OLDS Master Menu) to determine if the diary is actually

mssing. |If the audit trail indicates the diary was transmtted
over 30 day’s prior, no further action is necessary. However, if
the audit trail indicates the diary was transmtted | ess than 30

days prior, the DRS at central should be used to verify that the
di ary has processed.

3308. DIARIES FAILING AT CENTRAL. In order to ensure that failed
diaries at central are identified, safeguards exist which elimnate
the necessity to track individual diaries as they go through the
central cycle process. Diaries that fail at central can be
classified into the follow ng categories:

1. Entire Diary Rejected Wth an Error. These are diaries

whi ch start but do not conplete the central process and w |
normally be identified to MSSA. Usually they will contain errors
the systemis not designed to respond to.

2. Diary Does Not Process. These are diaries, which do not
process at central but do not fail with errors. These diaries are
identified at the M SSO by nonitoring the Diaries wwth No
Statistics report (Option 8 on the M SXX nenu). Wen a diary
successfully conpletes the central process, the cycle nunber, cycle

3-10



3308 M SSO MANUAL

finish date and transaction totals are updated to the DSF. If a
di ary does not process, these fields will not contain any data and
are listed on the Diary with No Statistics report when requested.
Option 8 should be requested when the DSF is updated after

conpl etion of each cycle. The following steps are required if
diaries are identified on the Diary with No Statistics report:

a. Check the DSF. |If the diary had appeared on the DSF, the
DRS will have to be checked to determne if the diary processed and
the M SSA woul d have to be contact ed.

b. Reset the Diary(ies). |In order for the diary to process,
it nust be reset to a certified status on the DSF, which causes the
diary to be retransmtted to central in the next collection
process. Reset the diary(ies) by selecting Option A, B, or C (as
appropriate) on the M SXX Menu.

c. Mnitor the Diary(ies). Check the DSF when the next cycle
is conplete to verify the diary(ies) did actually process on the
second attenpt. [|f the problem continues, contact M SSA for
assi st ance.

3309. VEF 80 UPDATE. The VEF 80 is used by the systemto perform
name, SSN, initials and RUC edits during the On-line diary input
process. |If an out-of-sync condition occurs, where the VEF 80 does
not match what is in the central record of an individual Marine,
the condition can be corrected by the M SSO  Caution nust be used
when exercising this option to ensure that the VEF 80 is updated to
reflect what is in the central record. The M SSO can update any of
twelve fields for an SSN by selecting Option 6 on the M S(XX) Menu.
The systemw || display what is currently on file in the VEF 80 and
al |l ow updates to be made. This function is executed as a batch
process and the updated record will be avail able the next day.
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TOLPAOOO- 00 ON-LINE  ACTIVE DUTY M SXX MENU XX/ XX/ 20000

1 CONTI NUE A DI ARY
2 REVI EW AND CERTI FY A DI ARY
3 DECERTI FY A DI ARY
4 DELETE A PROCESSED DI ARY FROM DSF
5 PRI NT A DI ARY
6 . . . . VEF80 UPDATE
7 . . . . NAVAL MSG GENERATOR
8 DI ARIES W TH NO STATS
9 M SSI NG DI ARI ES
A RESET DI ARI ES FOR CYCLE- START- DATE
B RESET DI ARI ES W TH NO STATS
C RESET ONE RUC DI ARY
SELECT DESI RED OPTI ON
| NPUT RUC
| NPUT DI ARY NUMBER
CYCLE- START- DATE
PRI NTER

=> (USED FOR OPTI ON A)

=> 2161 (ENTER TID TO ALTER PRI NT DEST)
----- MASTER FUNCTI ON MENU - - = === --- - -
----- PF2 = DI AR ES AVAI LABLE FOR ACTI ON - -

ENTER THE APPROPRI ATE DATA ABOVE FOR THE OPTI ON DESI RED.

ONCE DATA | S ENTERED. PRESS ENTER KEY TO CONTI NUE.

(T | | I I
(T | | I I
Il
\%

o)
ey
w

Figure 3-1.--On-Line Active Duty M SXX Menu
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TOLPASFX ON- LI NE DI ARY- SYSTEM DI ARY STATI STI CS FI LE XX/ XX/ 00
UNIT: M SXX M SSO STATI STI CS REPCORT PAGE: 01
EVENT M SSO EVENT M SSO EVENT M SSO

RUC DI ARY CERTIFIER RUC DI ARY CERTIFIER RUC DI ARY CERTIFI ER
NORMAL EVENTS
00031 00003
01068 00187
CERTI FI ED DI ARI ES
13221 00295 0123456789
PROCESS DI ARI ES
13220 00310 0123456789
13320 00101 0123456789
LI STI NG COVPLETE

Figure 3-2 M SSO Di ary Status Report
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CHAPTER 4
UNI T DI ARY/ MARI NE | NTEGRATED PERSONNEL SYSTEM

SECTI ON 1: DESCRI PTI ON CF UD/ M PS

4101. I NTRODUCTION. The UD/M PS provides a neans to prepare
UDs using conputers that do not require consistent on-1line
comuni cations with the 3270 Mai nfrane applications. The
UJYMPS is the primary diary input application used by the
Mar i ne Cor ps.

4102. COVPONENTS OF UDUMPS. UDMPS is conprised of two
conpl ementary conponents, the Unit Diary reporting nodul e and
the Marine Integrated Personnel System Mdul e.

1. The Unit Diary portion of UD M PS operates under the sane
prem se as the OLDS. The user can create, review or certify
unit diaries in the UJMPS by entering the appropriate type of
ELSI G aut hori zed for each function.

2. The Marine Integrated Personnel System portion of UD/M PS
provides the RUwith a data source for diary preparation, data
review, and reports creation. The data used by the MPS is
extracted fromthe MCTFS in a transaction reconciliation file
(TRECON) which is in turn reconciled with the current Comanders
Unit Diary Data Base (CUDDB) in the UDMPS system

4103. BENEFITS CF UD/M PS

1. The UDMPS system can be operated on a stand al one Personal
Conmputer or as part of a network of conmputers with a | ocal
server. UD/MPS provides the RUwith the foll ow ng additional
benefits.

a. Accurate and tinely personnel accounting through a unit

diary reporting capability which can operate in any environnment
(e.g., garrison or deployed).
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b. An imediate information source for unit |evel personnel
matters that utilizes personnel and pay information contained in
MCTFS as the data source.

c. Aretrieval systemthat produces routine reports, ad hoc

reports and specific docunents that assist in nmanagi ng
adm ni strative requirenents
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UNI T DI ARY/ MARI NE | NTEGRATED PERSONNEL SYSTEM

SECTION 2: UNIT DI ARY PREPARATI ON

4201. HARDWARE REQUI REMENTS FOR UD) M PS. The har dware

requi renents necessary to operate the UD)MPS system are

establi shed by the DFAS-KC (I TD) as enhancenents to the software
issued in a Software Rel ease. Advance notification of changes
to existing requirenents are generally published by CMC (M) far
enough in advance to allow the RUs to acquire the necessary
hardware. M SSO personnel should ensure that their RUs are
awar e of changes to hardware requirenents for both the

st andal one and server based configurations as they occur. The
current hardware requirenments are contained in the UDJ M PS

User’ s Manual .

4202. VERSI ON CONTRCOL. The UD/M PS includes a Version Contr ol
Nunber which is read by the mainfrane to detect when the UD M PS
software is not synchronized with the nost recent version on the
mai nfranme. UD/M PS users mnmust upgrade their software with the

| atest version of the Central File Mintenance (CFM Tabl es and
TTC Tabl e by downl oadi ng the data sets fromthe mainframe then
reconciling the file in UD M PS.

4203. UNT DI ARY PREPARATI ON.

1. After the user successfully enters the system the system
will display a naster screen containing a list of avail able
functions. Initial pronpting screens are provided to support
the log on function and the entry of ELSIG data. After the user
has entered the ELSIG they can create, review, certify or
decertify a unit diary depending upon the type of ELSIG

aut hori zed.

2. Certified UDs nmust be transmtted fromthe PC or server to
the mainframe for processing. Diaries which have been
transmtted and received prior to the collection process being
executed, will be processed at central with the next schedul ed
cycl e.

3. After the UD has conpl eted processing (generally within 24
to 48 hours fromthe date of certification) the unit or M SSO

4-4



M SSO MANUAL 4207

may retrieve feedback reports to verify posted and rejected
transactions submtted on the UD

4204. COURI ER EXPORT. The UD/M PS software creates a backup
copy of the courier file of certified unit diaries and stores
themin the server or PC “Courier” directory on the hard drive.
M SSO per sonnel shoul d advise the reporting unit to check the
“Courier” file in those cases where the certified diary did not
successfully process at central and the original transmtted
copy has been destroyed.

4205. UNIT DI ARY TRANMSI SSION. Due to variations in Enmulation
File Transfer (3270) software, each M SSO nust establish file
transfer processes and procedures to support the RUs in their
JURI S.

4206. RECEI PT AND ACCOUNTABILITY OF UDJMPS DI ARIES. Each
M SSO anal yst will account for, and track m ssing UDs of RU s
for which they are responsible.

1. The MSSOw Il ensure that all UDs received fromunits that
are experiencing connectivity problens are collected and
uploaded in a tinely manner. Additionally, the M SSGCs should
utilize a QC check via ROSCCE or | NFOPAC such as the T704703U to
verify recei pt and processing of UDs.

2. The MSSO is not responsible for Unit D aries that are

el ectronically transmtted to central for processing by the RU
However, the M SSO is charged with ensuring conmands are
famliar with the | ocal transm ssion process and with nonitoring
the flow of this data to the mainfrane.

4207. RECORD OF EVENT ENTRIES. Record of Event entries wll
not process directly fromUD input. UD/MPS Event entries wll
be upl oaded and processed in the MCTFS cycle. After successful
processing, the Event unit diary will require the M SSO to
certify the unit diary. The follow ng actions are required.

1. UDMPS Event diaries are processed in two cycles. The
first collection process takes the certified Event diary and
noves it to the M SXX avail able for action cue.

2. The MSSOw Il review the Event entry, by using the M SXX

RUC, and take appropriate action subsequent to certification
(e.g. Unit Address Change).
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OUTPUT PROCEDURES
SECTION 3: UNIT D ARY/ MARI NE | NTERGRATED PERSONNEL SYSTEM

UNI T DI ARY/ MARI NE | NTEGRATED PERSONNEL SYSTEM

4301. COUTPUT PROCEDURES. The M SSGs will ensure units have
been trai ned and educated on the procedures for obtaining al
required output via electronic nethods. Units not capabl e of
provi ding self support will be supported by the | ocal M SSO
Qut put received fromthe MCTFS cycle or |ocal reports produced
for RUs provide no benefit unless they get to the unit as fast
as possible. MSSOs will establish |ocal procedures for the
support of their units in the distribution of output.

4302. TRANSACTI ON RECONCI LI ATION FILE. Many unit diary
transactions automatically update the CUDDB upon certification
of the diary, but there are sone data el enents which are not
updat ed due to the conplex editing and processing |l ogic
associated with the transactions. Even though the unit nmay have
a current database, it may not be conpletely accurate in
relation to the data resident on the mainfrane.

1. Effective with SR 1-00, TRECON PROC mai ntenance w || be
automatically performed on the mainfrane. The revised TRECON
procedures will create a single nmethod for extracting Active and
Reserve TRECONs. Both the RED TRECON and the CUDDB TRECON wi | |
be zi pped together into a single dataset for downl oad renoving
the requirenent to extract two separate TRECONS. UD/M PS users
wi |l have the option to reconcile both the CUDDB and RED fil es,
or select either the CUDDB TRECON or the RED TRECON f or
reconciliation.

2. RUs should use the touched record update process to refresh
their TRECON between the weekly TRECON j obs.

4303. TI MELI NESS STANDARDS. All output received by the M SSO
wi |l be processed for distribution by the close of business on
the day of receipt. The only exception is the distribution of
out put by M SSO 16/ 17, which nust be conpleted within 48 hours
fromreceipt.
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4304. U.S. MAIL. Al output received for RUs that requires
the use of the U S. Postal Service will be prepared for mail out
by the close of business on the day of receipt. Qutput will be
mai | ed out the same day and not held over to the next day in
anticipation of a larger amount. The only exception to this
rule is deployed RUs. Miiling agreenments will be nade between
the M SSO and depl oying RU s which best serve the needs of the
RU. For exanple, the M SSO may hold output until the depl oyed
RU returns when it is known that mail will not be received
before the RU returns.

4305. PICKUP OF QUTPUT. In the event a RU located in the
general area of the M SSO is not capable of providing output
support via electronic nethods, the RUw Il establish and
coordinate wwth the M SSO for output support. It is the
responsibility of the RUto ensure pickup of any output is
acconplished in a tinmely fashion.
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CHAPTER 5

TABLES MAI NTENANCE AND SOFTWARE UPDATES

SECTI ON 1: COVPUTER TABLES MAI NTENANCE

5101. COWPUTER TABLES NMAI NTENANCE

1. This Chapter provides instructions and procedures to be

foll owed for maintenance of conputer tables utilized in MCTFS.
The tabl es nai ntenance systemis a conputer process which
automatical ly updates and maintains the MCTFS table file. Those
pay and personnel systens which are managed and updated by the
DFAS-KC (I'TD) will be adjusted to reflect changes in MCTES Tabl e
data and file structure as they occur. Locally designed and
managed systens that use the MCTFS Table data and file structure
nmust be updated by the sponsor of those systens.

2. MCTFS Tables are used in the editing process during each
MCTFS cycle. Unit Diary transactions are validated agai nst the
Tables for items such as: RUC and Jurisdiction code, RUC and MCC
conbinations on join entries, valid SSCs, DSSNs, etc. The

Tabl es are also used to validate the currency of UD M PS
software. Unit Diaries submtted with an earlier version of the
software may cause the transactions to fail due to tables edits.

3. The M SSGs and RUs may view the contents of the current
MCTFS Tabl es through I NFOPAC. Figure 5-1 provides a listing of
the MCTFS Tables on file as of Software Rel ease 1-00.

4. The nanes, codes, descriptions, titles, etc., contained on
the Tables are controlled by the CMC (M), M SSA and DFAS- KC.
Requests for recommended changes to the nanes, codes,
descriptions, titles, etc., should be submtted to the CMC (M)
for consideration.

5102. RESPONSI Bl LI TY FOR COVPUTER TABLES NMAI NTENANCE.  Program
origination and responsibility for the conputer tables
mai nt enance are assigned as foll ows:

1. The CMC (MF) provides information to establish data on the
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Tabl es to support the operational and m ssion requirenents of
the Marine Corps. The M SSGs support the CMC (M) by providing
information required to update the Tabl es based upon Event UD
subm ssion from RUs and the M SSGCs Tabl e mai nt enance procedures.
In addition, the CMC (MF) is the functional manager for the
fol |l ow ng Tabl es:

Tabl e 01: RUC — RUC/ MCC Tabl e

Tabl e 02: Service School Table

Tabl e 03: Forei gn Language Tabl e

Tabl e 04: MOS Tabl e

Tabl e 05: Separation Designator Table

Tabl e 06: Program Enlisted For Table

Table 07: Civilian Education Table

Tabl e 08: Location Code Tabl e

Tabl e 10: MCC — MCC/ RUC Tabl e

Tabl e 13: Disbursing Synbol Table (at direction of DO
Tabl e 22: MCC and English Title Table

Tabl e 40: SRB/ OQR Adm ni strative Remarks Tabl e
Tabl e 43: Crisis Code Table

Tabl e 52: Assigned RUC Tabl e

Tabl e 53: Adm n RUC Tabl e

Tabl e 70: Personal Service Awards Tabl e

Table 71: BI R/ BTR Tabl e

QTOS3ITATIFTQTPOTY

2. The DFAS-KC (I TD) is responsible for the design,

programm ng, update and nai ntenance of all Tables. [In addition,
the DFAS-KC is the functional nmanager for all of the pay rel ated
Tabl es used by DFAS. The DFAS-KC (I TD) will conplete the
fol | ow ng:

a. Update all CFM Tabl es weekly as required. The CFM
Tabl es update process generally coincides with cyclic processing
on Thursday of each week.

b. Mintain the MCTFS Conputer Tables as a class 1 (Table
Mai nt enance) procedure based on information provided by the CMC

3. The MSSA is the functional nmanager for the update and
mai nt enance for the renaining Tables which do not fall under the
functional nmanagenent of the CMC (M) or DFAS-KC (FSJ).

4. The M SSO will conduct an audit of all changes submtted by
the M SSO since the |ast table update. |If the contents of the
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Tabl es appear inaccurate or inconplete, notify the M SSA by e-
mai | nessage, with an information copy to the CMC (M).

5103. COWPUTER TABLES NMAI NTENANCE AND THE EVENT ENTRY PROCESS

1. Types of Record of Event Entries. There are (2) types of
event entries; those which require CMC authority, and those
whi ch may be reported w thout CMC authority.

a. OCMC Authority Required. Wen Tables update require CMC
authority, CMC (M) or the CG MCCDC (TFS) will transmt the
action authorization nessage to the unit and DFAS-KC (I TD).
Sone of the nore frequent Tables updates which require CMC
authority include: Activations, Deactivations, and
Redesi gnati ons of RUCs; Relocations, Title Changes, Transfer of
Reporting Jurisdiction, Assignnment and Del etions of MCCs, and
Assunption of Personnel Reporting.

b. OCMC Authority Not Required. Wen CMC authority is not
required, the unit will initiate an Event Unit Diary and the
MSSOw Il certify the unit diary and provide an update directly
to DFAS-KC (I TD) with a copy to CMC (M). Entries which do not
require CMC authority for reporting include: Changing the
strength of a RUC (To zero strength/ From zero strength), unit
address changes, or changes to ADCOV OPCON.

2. Managenent of Record of Event Entries

a. The MSSO is responsible for the accuracy of certified
Event UD statenents which inpact the Tabl es managenent process.
The MSSOw Il ensure that the Record of Event entry is
correctly reported and contains all information directed by the
MCBul 5400 or CMC (M) nessage traffic.

b. Information copies of serialized naval nessages and
MCBul 5400 aut horizing or directing Record of Event entry action
are sent to all MSSCs. A file will be naintained and nonitored
for CMC and CG MCCDC correspondence directing Record of Event
entry subm ssion. Coordination and assistance will be provided
to the RUrequired to submt the Record of Event entry.

c. Record of Event entries that affect Table 01 require an
additional tables update notification to DFAS-KC (I TD) via E-
mail. The follow ng guidance applies to the content of the E-
mai | indicating Tabl es changes.
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(1) Always include the RUC and MCC of unit. Update of
a record on tables 01 is acconplished by using RUC MCC
conbi nati on

(2) Always include the MCC status (prinmary or
additional). The primary MCC identifies the unit while
additional MCCs are assigned to the unit for ADCON purposes.

The primary MCC will be indicated with a flag of A on tables 01,
and the additional MCCwill be indicated with a flag of 0.

(3) When providi ng address change update, omt the unit
title of the unit. Only the RUC, MCC and unit address shoul d be
provi ded in the correspondence.

3. Unit Descriptive Data and the Record of Event UD. Changes
to MCTFS Tabl es are generally submitted to support changes in
adm nistrative reporting and control. The foll ow ng paragraphs
provi de an overvi ew of the key el enents changed and the source
of the approval for changes.

a. Monitored Conmand Codes (MCC). MCCs are assigned by CMC
(M) at the direction of the functional nanager, CG MCCDC (TFS)
Upon assignnment of an MCC, CMC (M) wll release a naval nessage
directing the unit to report the Event UD adding the MCC per MCO
P1080. 40, and directing DFAS-KC (I TD) to update Tables 01. The
M SSO shal | take steps to ensure the Tabl es update has been
conpl eted by DFAS-KC (1 TD) prior to certifying the unit’s Event
UD reflecting the addition of the MCC

b. Reporting Unit Codes (RUC). CMC (M) is the functional
manager for RUCs. RUCs are normally assigned upon activation of
units or sub-units. Request for assignnment of RUCs for sub-
units or to support existing structure of a command shall be
submtted to CMC (M). Request for assignnment of RUCs to
activate units which will change or create structure
requi renents should be submtted to the
CG MCCDC (TFS).

c. Command Reporting Unit Code (CRUC). The CRUC identifies
the orders witing activity of the Mjor Subordi nate Comrand.
The CRUC is a unique RUC which is used to support the AOAP and
t he acknow edgenent of orders. |In the case of active conponent
units, the unit holding the CRUC is also the unit which hol ds
t he Command MCC for the subordinate unit. Request for change of
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CRUC for orders issuance and acknow edgnment should be submtted
to CMC (MVEAS) for consideration and approval .

d. Consolidation of Adm nistrative Reporting. Request for
consolidation of admnistrative reporting should be submtted to
CMC (MF). Upon approval, the unit diary reporting/ Tabl es
update instructions will be released in a naval nessage by CMC
(MF).

e. Unit Address Changes. Unit address change Event entries
are required when there is a change of PO Box nunber, Street
address, building nunber or zip code. Upon certification of the
hi storical event entry the servicing MSSOis required to subm't
updated information to DFAS-KC (I TD) and info CMC (M).

Exanpl es of format for address change subm ssions are provi ded
in figure 5-5.

5104. ROUTI NE REQUI REMENTS FOR TABLES MAI NTENANCE. M SSCs
will thoroughly review the Tables to determ ne if requested
changes for RUs within the jurisdictional conmand were updat ed.
The M SSO will use I NFOPAC and the file of CMC (M) serialized
messages and CG MCCDC MCBuls to verify changes to the tables as
they occur. Information identified as erroneous or mssing wll
be forwarded to CMC (M F) for appropriate action.

5105. ACCESSI NG | NFOPAC. The follow ng outlines the steps
necessary to access | NFOPAC for the review of Tabl es data.

1. After logging into the system and sel ecting the | NFOPAC
menu, the user will enter Report/Topic |ID nunber T7040CCJ and
respond with a “yes” entry in the Display List of Versions and
Di splay List of Index options. See figure 5-2.

2. Once the Reports Version Menu is displayed the user may
sel ect the Tables version that they would like to view by
placing an “X’ next to the Option colum next to the date of
the report. Figure 5-3 provides an exanple of the Reports
Ver si on Menu.

3. The Report Section Index will be presented next as displ ayed
in figure 5-4. The user will need to page forward a coupl e of
times until the Tabl es appear. The user should then tab to the
Tabl e they want to review and then key an “X’ in the OPTI ON
field and press enter.
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5105

4. As the report is presented the user may scroll down to find

the Table entry or data elenment requiring review validation.
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CHAPTER 5
TABLES MAI NTENANCE AND SOFTWARE UPDATES

SECTION 2: MCTES SOFTWARE RELEASE UPDATES

5201. SYSTEM MODI FI CATIONS. Modifications to MCTES are nade
tw ce annual ly during software rel eases (SR) schedul ed for Apri
and Cctober. The M SSO reviews Fields user requests for system
nodi fications and submts themto the CMC (M). The CMC (M)
reviews nodification request and, if approved, schedules for the
next available SR Mdification requests should be submtted
for consideration anyti ne an enhancenent or correction is

i dentifi ed.

5202. SOFTWARE RELEASE PRQIECTS. The CMC (M) announces
software rel ease projects during the MCTFS conference and at the
annual M SSO conference. Prior to each SR the CMC (M)
publ i shes a MCTFS Software Rel ease Notice indicating changes
schedul ed for the SR.  The M SSO ensures the MCTFS Sof t war e

Rel ease Notice is distributed to RUs prior to the SR The
MSSO w Il also send a data file containing the Software Rel ease
Notice to each deployed unit via e-mail or SALTS and foll ow up
by mailing a hardcopy.

5203. | MPLEMENTATI ON OF SOFTWARE RELEASE. The DFAS-KC (1 TD)
publ i shes a detail ed schedule for each SR via naval nessage.

The M SSO ensures each of the MCTFS Site Coordinators receives a
copy of the SR schedule. The followi ng summari zes the
preparation for inplenenting SR changes:

1. Software Rel ease Schedul e Announcenent. Upon receipt of the
MCTFS SR schedul e, provide information to the RU s and MCTFS
Site Coordi nators.

2. Software Release Site. An SR site and date wll be
identified in the announcenment. The purpose of the release site
is to inplenment new prograns in the field environnent. The

Rel ease site MSSO is responsi ble for selecting RUs and/ or CRUCs
to be used during SR After new CLDS prograns are | oaded, the
MSSO wi Il ensure, that the RUCRUC UD is certified and
processed during SR The release site M SSO nonitors data
reported by the RU CRUC UD on the DSF, ADF, TRF and CMF to
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ensure each nodified TTC is properly processed and posted.
During SR M SSO- 09 nonitors SR data submtted by HQVC RUs and

M SSO 16/ 17 nonitors SR data submitted by Reserve RUs. SR sites
al ternate between MCB Canp Pendl eton M SSO and MCB Canp Lej eune
M SSO.

3. Unit Diary/Marine Integrated Personnel System Users. The
DFAS-KC (ITD) wll forward new UD program Conpact Disk (CD s) to
the M SSO two weeks prior to the software rel ease. The M SSO
then conducts a UD preparation test to determne if all
functions including new TTC S work properly. Upon receipt of
authorization to release the CD's, the M SSO ensures the
prograns are transmtted to each RUto be copied and distri buted
to RUs by the MCTFS Site Coordinator. Instructions acconpany
the CD s prograns advising RUs of certain actions to be taken
prior to preparing their first diary.

4. Cutoff Date and Tinme For A d Prograns. The DFAS-KC (I TD)
establishes a date and tine for term nation of UD processing
under ol d prograns. The M SSO t hen establishes a cutoff date
and tinme for termnation of UD processing under old prograns for
the jurisdiction. This allows sufficient tinme for the data to
be transmtted for collection and processing prior to the cutoff
date and time specified.

a. QLDS UDs opened and certified prior to the cutoff date
and time will be transmtted to central for processing under the
ol d prograns. UDs opened and not certified by the |ocal cutoff
date and tine will not be processed until after the SR The
M SSO nonitors the DSF to ensure that all "opened" UDs are
certified prior to the local cutoff date and tine. Wen new
CLDS prograns are | oaded, a nessage wll be displayed on the
"WELCOVE SCREEN' advising RUs to resunme UD reporting under the
new OLDS program UDs submitted on or after the date the new
COLDS program are | oaded will not be processed until after SR
After conpletion of SR, all UDs in a "CERTIFIED' status on the
DSF wi || be processed.

b. UDMPS Unit Diaries transmtted to the M SSO or MCTES
Site Coordinator by the local cutoff date and tinme will process
under old prograns. The M SSO should not accept UD M PS UDs
subm tted under old prograns after the SR cutoff date and tine.
However, exceptions can be made for deployed units and in those
cases where TTCs have not changed on the new UD)M PS program
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Cauti on shoul d be exercised when authorizing units to process
UDs under ol d prograns.

c. The M SSO coordinates with each MCTFS Site Coordi nator
and t he DMC DETACHMENT ensuring all UD)MPS UDs have been
received for batch collection prior to transmtting diaries to
central for processing. Every effort should be made to ensure
all UDs have been received at the DMC DETACHMENT and all OLDS
UDs have been certified prior to transm ssion to central.

d. The MSSO w Il be advised when the SR is over and UD
processi ng commences under new nai nfrane COLDS prograns and
UD/ M PS progranms. Generally, the new OLDS prograns will be
| oaded within 24 hour fromthe tinme processing term nates under
the old program

5. Mdnonth Update and Extract (U&E). |In sone cases the
m dnonth U&E may run early because of the SR schedule. In these
cases the MSSO wi Il be advised via a DFAS-KC naval nessage.

6. Error Code Tables. The M SSO should review the new error
code listing wwth each SR The error code listing is avail able
on-line under the CICS nenu option TFR MCTFS. The error code
table is necessary when a RU is doing research on the TRF which
does not contain an english description.

7. TTC Listing. Usually a new TTC listing is created with each
SR The OLDS RU can acquire a new TTC listing on-line via the
local On-line Diary Master Menu. UD/MPS units can print a TTC
listing via OLDS or from UD/ M PS.

8. MCTFS Changes. The CMC (M) w Il publish a change to the
MCTFSPRI M after the SR The M SSO is provided with an advance
copy to review prior to publishing. The Software Rel ease Notice
provi ded in advance of SR will be used by users in UD
preparation until MCTFSPRI M changes are received.
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Bl R/ BTR Tabl e

Central File Miintenance Table reflects all table in

as of SR 1-00)

Figure 5-1 (cont.)
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0748E- ENTER OPERAND
COMVAND ===> TI ME:
092804
*** | NFOPAC- RDS ***
VI EW NG MENU

RECI PI ENT |1 D: TUJO
VERSION: 5.2
PASSWORD: TAPE
VOLSER: MC5696

VI EW BY REPORT OR TOPI C R (RT)
REPORT/ TOPI C | D: t 7040ccj
VERS| ON:
SECTI ON:
DI SPLAY LI ST OF REPORTS/ TOPI CS: NO (YES/ NO
DI SPLAY LI ST OF VERSI ONS: yes ( YES/ NO)
DI SPLAY SECTI ON | NDEX: yes (YES/ NO)

PFO1=HELP  PFO2=PRI NT PFO3=END PFO04=MENU PFO5=RFI ND
PFO6=MARK

PFO7=UP PFO8=DOWN  PF09= PF10=LEFT PF11=RI GHT
PF12=QUI T

Figure 5-2. — | NFOPAC- RDS Vi ewi ng Menu

5-13



M SSO MANUAL

07271 - BEG NNI NG OF VERSI ONS 07321 - END OF VERSI ONS
COWAND ===> TI ME:
093833

*** REPORT VERSI ONS ***

REPORT: T7040CCJ T7040CCJ TABLE REPORTS

OPTI ON DATE TI ME DEVI CE  STATUS

X 980605 083726 DI SK AVAI LABLE
980529 193533 DI SK AVAI LABLE
980529 150159 DI SK AVAI LABLE

PFO1=HELP PFO2=PRI NT PFO3=END PFO04=MENU PFO5=RFI ND

PFO6=MARK
PFO7=UP PFO8=DOWN  PF09= PF10=LEFT PF11=RI GHT

PF12=QUI T

Figure 5-3. --Table Reports (Report Version)
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TI MVE:

*** REPORT SECTI ON | NDEX ***

REPORT | D. T7040CC] T7040CCJ TABLE REPORTS
VERSI ON: 980605 083726

OPTI ON SECTI ON

TABLE # 01
TABLE # 02
TABLE # 03
TABLE # 04
TABLE # 05
TABLE # 06
TABLE # 07
TABLE # 08
TABLE # 10
TABLE # 11
TABLE # 12
TABLE # 13
Fi gure 5-4.

PAGES DESCRI PTI ON

-—Tabl e Reports (Report Section |ndex)
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Exanpl e of Unit Address Change:
RUC 52600, MCC 828 (additional)
Unit address: PSC 819, Box 13, FPO AE 009645-2700

Exanpl e of Title Change:

RUC 30002, MCC 080 (additional)

Unit title: Manpower and Reserve Affairs Departnent
Reported on UD

Aut hority: CG MCCDC Quantico, VA//TFSD//dtg

Exanpl e of DSSN change:
RUC 01266, MCC VNb (primary)
DSSN D6198

Exanpl e of relocation address change:
RUC 02201, MCC 023 (primary)
Unit address: MCAS M ramar, PO Box 452013,
San Diego, CA 0092145-2013
City code 2194, State/ County 06073
(relocation update information is provided in the MCBUL 5400)

Exanpl e of RUC bei ng added as result of activation of unit which
provi des ADCON for (2) separate MCCs.

RUC 54099, MCC J20 (primary)

Unit title: MarDet Navy Supply Corps School (Instructors)
Unit address: 1425 Prince Avenue, Athens, GA 0030606-2206
City code 0270, State/ County 13049, Cond/Juris DPI 02,
DSSN D5190, TCD D, TCF 36, PEN 0804731M RCN 010002,

Comd RUC 54099, MCC J20, Flag 2, Crd MCC J20, G C 306

RUC 54099, MCC K82 (additional)

Unit title: MarDet Navy Supply Corps School (Students)
Unit address: 1425 Prince Avenue, Athens, GA 0030606-2206
City code 0270, State/County 13049, Cond/Juris DPI 02,
DSSN D5190, TCD A, TCF 36, PEN 0804731M RCN 010002,

Cond RUC 54099, MCC J20, Flag 2, Cmd MCC J20, d C 306

Exanpl e of MEU changi ng new |l ocation, as a result of a float:
RUC 20179, MCC 1FT (primary)

Unit address: Unit 82214, FPO AE 0009502- 8526
(Note: Juris/DPl, does not change when a unit is on a float)

Figure 5-5. -—-Exanple of Unit Address Change
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CHAPTER 6

SYSTEM COVMUNI CATI ON/ COCORDI NATI ON QUALIT TY CONTROL

6001. | NTRODUCTI ON. Conmuni cation, coordination, and quality
control of MCTFS are the key factors to maintaining a conplete
and accurate data base. This chapter covers a variety of topics
concerning quality control of the data base by the M SSO  The
functions of comrunication, coordination, and quality control
are usually acconplished by the M SSO Quality Control Non-

Comm ssioned O ficer.

6002. COVMUNI CATI ON.  Conmmuni cati on between the M SSO RUs, CMC
(M) HQWC, |ocal disbursing offices, M SSA and the DFAS-KC
(1DT) should be informal. The M SSO may comruni cate by the nost
expedi ti ous neans avail able. The exchange of ideas and
procedures between the M SSGCs, M SSA, and DFAS, is encouraged.

1. The M SSO may use any and all neans avail able to conmunicate
with RUs. These neans may include but are not limted to:

a. Advisory bulletins containing informati on of interest
and assistance to the RU s.

b. Advisory nmessages prepared on the M SSO Broadcast
Scr een.

c. Priority nessage traffic, if necessary.

d. E-mail, tel ephone and personal contact are, of course,
the preferred nmethods of communi cation and probl em sol vi ng.

2. The follow ng communi cation procedures apply to RUs:

a. The MSSOis the link for infornmal comrunications
bet ween the RU and, CMC (M), and the M SSA.

b. Oficial correspondence will be used for formnal
comuni cati on between RUs and CMC (M), and the M SSA.

6003. COORDI NATI ON. Keepi hg the MCTFS responsive to the needs
of the RU and hi gher headquarters depends on a coordi nat ed
effort put forth by all users. The MSSOis the |ocal
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representative and is responsi ble for ensuring MCTFS operat es
snoot hl y.

1. The MSSOw Il ensure that all jobs connected with the MCTFS
cycle are schedul ed and executed. The cut-off tines for the
begi nning of the cycle and cut-off time for data input should be
established by the MSSO for their local jurisdiction. Cut-off
times for input to cycles should be common know edge to all
custoners of the MSSO. The cut-off tinmes should be published
and kept to a set schedule, if possible. Each MSSOw Il ensure
that the breakout is executed in sufficient time to be processed
in the cycle at central.

2. Processed Cycles. MCTFS cycles are generally scheduled to
process five tinmes per week. Cycle schedule dates are published
by the M SSA and provided to the M SSGCs.

3. System Problens. Any processing problens that create a
del ay

of data entry or do not generate the desired result are system

probl ens. Wen not identified or not reported correctly, they

hi nder all aspects of nmanpower nanagenent.

a. Any system problemidentified or suspected will be
reported by e-mail transm ssion to the M SSA at once.

b. Upon conpletion of the above notification, a problem
sheet will be opened in the MSSO to track the status of the
probl emuntil resolved. Figure 6-1 provides a sanple Diary
Syst em Probl em Sheet .

c. RUs and conmands will be notified of system probl ens
whi ch have been confirnmed by the M SSA. The M SSO may mnake
notification by any communi cati on neans deened necessary (e.g.,
Advi sory Bulletin, message, etc.)

4. MCTES Utilities. Uilities are designed to provide recovery
procedures and additional reports in specific areas for the
M SSO

a. Coordination between the M SSO and M SSA, nust be nade
before requesting a utility programto be executed to ensure
conpl ete understandi ng of the designed operation.
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b. Any questions concerning these prograns shoul d be
directed to the CMC (M), M SSA, or DFAS-KC (FSJ).

5. Unit Deploynent. Continuous UD reporting service to
deploying RU s and tabl e update information are the nost
i nportant aspects of RU deploynent for the M SSO

a. The MSSOw Il keep a deploynent schedule of all RU s
Within its jurisdiction.

b. The Unit Deploynent Schedule will include all RUs on the
UDP or ot her deploynments. M SSO s should use the depl oynent
checklist in chapter 7 of this Manual to track actions required
by the RU and the M SSO

6004. QUALITY CONTRCOL. All actions conpleted by the M SSO are
considered quality control efforts. The main purpose of quality
control is to keep the systemfree of erroneous or inconplete

i nformati on and operating snoothly.

1. System CGenerated Reports. The system generates reports that
are designed to keep the systemaccurate. The M SSO wi | |

monitor the reports or provide guidance to RUs/conmands required
to conplete the audit.

a. AOWP. AOWP orders are generated by the assignnment
nmonitors and post with the MCTFS cycle. Each AOAP Report is
serialized.

b. System Purification. A conplete database can be
acconpl i shed only through sound purification efforts. Erroneous
records hinder the quality of information being extracted from
the system and may adversely inpact upon the accountability of
personnel and accuracy of individual pay entitlenents.

(1) Local reports should be extracted by the M SSO to
control known data el enment problens. The M SSO will determ ne
t he nost expedient neans to correct erroneous data (e.g., RU
i nput, M SSO input, M SSA input or HQMC input).

(2) Local reports may be supplied to RU s conducti ng
speci al -type audits to clean up inconplete or bad data.
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2. MCTFS QUALITY CONTROL. Each day the advisory reports of
five different RUs will be reviewed by the M SSO to search for

possi bl e systens problenms. Any trend itens will be researched
to determine if the RU has problens. |f problens are

systemrel ated, a problemsheet will be witten and submtted to
t he M SSA

3. M SSO Contact Team This team provi des onsite MCTFS
technical or instructional reporting assistance to RUs/ Comrands.

a. M SSO teans shoul d be conposed of well-informed M SSO
personnel. The analyst of the RUto be visited should be a
menber of the team

b. Team nenbers should be famliar with the foll ow ng
publ i cations, procedures, and equi pnment:

(1) Common problens of the RU visited.
(2) Current systens probl ens.

(3) Conmputer equi pnent and applications.
(4) Transm ssion procedures.

(5) The M SSCs SOP.

(6) Direct support that the M SSO can provide RU
vi sited.

(7) MCTFSPRIM MCTFSCODESMVAN, | RAM MCRAWMM MCTFSAPSM
and thi s manual .

(8) Users Manuals for the OLDS, UDMPS, CODS ARMS/ SELMS.
(9) PAAs, PAANs, SAANs, TANs, and SAGs.
c. The M SSO shoul d coordi nate/ schedule teamvisits to RU s
or Maj or Subordi nate Commrands through the MCAAT Teans, Conmmand,

or local adm nistrative assi stance teans.

(1) The following will be acconplished:
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(a) MSSCs with RIE sites will visit these
activities at |east tw ce annually.

(b) MSSCs will visit at | east one RU per nonth of
each maj or command under its jurisdiction.

(c) MSSGCs will visit other commands at | east once
every two years.

(2) Visits to RUs nay be conducted at the discretion of
the M SSO O C, and the RU conmander.

(3) The MCTFS jurisdiction conmander shoul d provide
funds for MSSO visits to RUs within his/her jurisdiction.

(4) The M SSO may provide an after-action report to RUs;
however, M SSO personnel will not be used as nenbers of an
i nspection team The m ssion of the M SSO is assistance not
i nspecti on.

(5) Because of the geographical spread of M SSO 09, 16,

17, and parts of M SSO 27, the MSSO s wll determne their own
vi sit schedul e.

4. Training. The m ssion of the M SSO cannot be acconpli shed
wi t hout the proper training of M SSO personnel. UD clerks
cannot effectively help the RU commander manage MCTFS w t hout
good training.

a. The M SSO nay assist RUs with training when requested by
the RU or command.

b. The MSSOw Il have its own MOS-related training. The
follow ng guidelines will be used:

(1) M SSO personnel are required to read the foll ow ng
upon beginning a tour in the M SSO

(a) Local M SSO SOCP.
(b) This Mnual .

(2) MSSGCs will conduct at |east one hour of formal
trai ning each week. This training consists of, but is not
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limted, to the contents of MCO 1510.53. (Individual Training
St andar ds) .

(a) Use of the 3270.

(b) Working problemrecords and subm ssion
pr ocedur es.

(c) This Manual .

(d) Conputer equi pnent procedures.

(e) Reportable itens contained in MCO P1080. 40.
(f) Updates on systens probl ens.

(g) Software Rel ease noti ces.

(h) Selected portions of DFAS-KC 7220. 31-R

(3) M SSO personnel are required to maintain technical
proficiency by reading the foll ow ng:

(a) At |east one chapter of MCO P1080.40 each nont h.

(b) M SSO Advi sories, Personnel Adm n Advisories and
M SSA- SMB nessages.

(c) Review DFAS-KC 7220.31 (MCTFSAPSM every 6
nont hs.

(d) Daily Read Fol der of the M SSO

(e) System Assurance O ficer Messages/ Quarterly
St at us Reports.
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DI ARY SYSTEM PROBLEM SHEET

PO NT OF CONTACT: DATE:
REQUEST NUMBER:

REQUESTED CHANGE:

CHANGE APPLIES TGO ADM N__ DSB

SYSTEM REQUI RING CHANGE: MCTFS. UD'MPS__ ODSe

DESCRI PTI ON CF PROBLEMS/ CHANGES

SUPPORTI NG DOCUMENTATI ON:

REQUESTED CHANGE DATE:

acC MSSOINT

DI STRI BUTI ON:
M SSA

Figure 6-1: MCTFS Probl em Resol uti on Sheet
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CHAPTER 7
DEPLOYMENT SUPPORT

SECTION 1: UNI'T DEPLOYMENT REQUI REMENTS

7101. GENERAL. The instructions in this chapter cover actions
the MSSOw Il take in quality control efforts concerning the
UDP and depl oynents of RUs for 31 or nore days away fromtheir
home base. This chapter will also cover instructions for the
depl oyment of M SSO i n support of contingency and/or energency
operations. For the purpose of this Manual, the term "away from
their hone base" neans out of the geographical area of the base
(i.e., a RUstationed at Canp Lejeune that conducts exercises

on the base itself for a period of 31 days or nore woul d not be
consi dered geographically away fromits honme base).

7102. UNIT DEPLOYMENT PROGRAM The UDP consists of certain FMF
RUs, both ground and air, that rotate on a routine schedul ed
basi s bet ween CONUS/ Hawaii and Japan. The M SSO is responsible
for nonitoring and providing guidance to RUs involved in the
UDP. The M SSO is responsible for ensuring that RUs report the
correct UD entries per MCO P1080.40 and submt proper tables
information to the CMC (M), DFAS-KC (I TD), and M SSA. Informal
coordi nati on between M SSCs is encouraged to ensure pronpt and
tinmely support is provided to RUs involved in the UDP

1. UDP Checklist. The MSSO will use checklists to ensure
Necessary actions are conpleted in connection with the UDP
Figures 7-1 through 7-4 are avail able and shoul d not be
considered all inclusive. Figure 7-5 is provided for use in
depl oynment ot her than the UDP

a. The checklist, contained in figure 7-1, wll be
originated on the 180th day before a RU deploys and will be
mai nt ai ned by the originating MSSO until return of the RUto
CONUS/ Hawai i .  Upon conpl etion of required action the checkli st,
will be filed and retained by the M SSO for 3 nonths, and then
dest royed.

b. MSSO 27 will originate the checklist contained in

figure 7-3 upon recei pt of correspondence from any CONUS/ Hawai i
M SSO
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that a RUinvolved in the UDP will be deployed. The checkli st
will be used to record the arrival of the RUto WESTPAC and wi | |
be finalized when the RU departs for return to CONUS/ Hawai i .
Upon conpl etion of required action, the checklist will be filed
and retained by the M SSO for 3 nonths, and then destroyed.

2. Tables Information Update. The address tables used by the
systemto direct information to its proper place nust be
corrected and updated in a tinmely manner in order to ensure that
per sonnel and pay data pass throughout the system properly. If
any conputer table is erroneous, many MCTFS records may not be
updat ed and coul d cause personnel and pay problenms. The M SSO
is responsible for daily review of tables to ensure accuracy.
The format and contents of table’'s information are covered in
chapter 5 of this Mnual.

a. The correspondence used to update tables information for
the UDP has a two-fold purpose. The first is to keep the
necessary conputer tables updated to ensure uninterrupted
personnel and pay service to RUs involved in the UDP. The
second is to give the CONUS M SSO and M SSO- 27 a standardi zed
means of conmmuni cation to ensure proper accountability of MCTFS
conputer records of RUs involved in the UDP

b. The Tabl es Update correspondence should be initiated via
t he nost expeditious neans available (generally E-mail). The
general format for this correspondence is indicated in figure
7-6.

3. Special Instructions. The follow ng are speci al
i nstructions concerning the mai ntenance of RU UDs and Messages.

a. Undelivered reports for RUs that have enbarked will be
mai |l ed to the gaining M SSO before the close of business on the
date of receipt.

b. Current file copies of reports will be kept by the
|l osing M SSO  These file copies will be maintained per current
instructions and di sposed of at the appropriate tine.

7103. OTHER DEPLOYMENTS. O her depl oynents are depl oynents
away froma RU s hone base for 31 or nore days. Even though a
RU does not deploy for nore than 31 days, the M SSO nay el ect to
follow the below instructions if it is determned that it better
serves the RU. If disagreenent arises concerning M SSO support
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of RU s deploying for Iess than a 31-day period which cannot be
resolved by the local MSSO refer the problemto the CMC (M F)
for resol ution.

1. Generally, the support given by the M SSO for depl oyi ng RUs
will include tracking and receiving UDs via electronic

subm ssion and nonitoring the subm ssion of SALTS or nessage UDs
(i f applicable).

a. The MSSOw Il ensure that RUs are aware of the
depl oynent entries that nust be reported. The M SSO wi | |
provi de pre-deploynent training to ensure RUs are aware of the
UD reporting requirenents and the transm ssion nethods avail abl e
whi | e depl oyed.

b. Wen SALTS is available for use by the depl oyi ng RUs,
the M SSO nust ensure that the using RU has a conplete
under standing of the system its operation, and backup
procedures should it fail. Coordination between the M SSO
| SMO, and the RU is required.

c. Wen retyping of nessage UDs is required, support of RUs
participating in other deploynents can cause a serious personnel
drain on the local MSSO  This personnel drain can be
detrinmental to the local M SSGs m ssion and coul d have an
adverse effect on the M SSO s effectiveness. Wen the M SSO O C
determ nes that this has, or will occur, personnel support
agreenents between the M SSO and the command of the supported
RUs can be initiated. See figure 7-7 for an exanple of a
support agreenent. \Wen the support provided to a major conmand
i s ongoi ng, the FAP can be considered a viabl e personnel support
solution for the increased requirenents placed on the M SSO

2. Special Instructions. The following instructions will be
followed in connection with other deploynents, unit training or
exercises in excess of 30 days.

a. The manner in which the |local M SSO supports ot her
depl oyments will be governed by the | ocal M SSO in agreenent
with the RU(s) supported. The M SSO may devel op local SOPs with
the maj or commands that will outline support requirenents.
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b. Any support given to other deploynment RUs shoul d be the
same throughout to keep the |ocal systens of support sinple and
consistent in nature. The local MSSOw |l develop its own SOP
for supporting other deploynments. A copy of this SOP will be
forwarded to HQVC upon request. M SSOGs are encouraged to seek
advice fromthe CMC (M) or other M SSCs concerni ng ot her
depl oynent s.
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CHAPTER 7
DEPLOYMENT SUPPORT

SECTI ON 2: DEPLOYED UNI T DI ARY SUBM SSI ON TO PARENT M SSO

7201. GENERAL. The M SSO w Il coordinate with each RU pri or
to, and after the RUs deploynent. The purpose of this
coordination is to provide the RUw th information regardi ng
diary transm ssion nethods avail able for deployed units and to
ascertain if the unit had any problens with diary transm ssion
whi | e depl oyed. Sone of the nore common net hods for
transmtting unit diaries include the use of 3270 Enul ation
Sof tware, LAN WAN, | NTERNET, and SALTS.

7202. PREDEPLOYMENT TRAI NI NG AND COCRDI NATION. In order to
reduce diary problens for deployed units, the MSSO wi || provide
information and training to the unit on the foll ow ng topics.

1. Oher transm ssion nmethods which may becone avail able to the
unit (e.g. LAN WAN, | NTERNET, 3270 EMULATI ON).

2. Ensuring the unit I1SMO or S-1/S-6 is aware of the
requirenent to transmt UD data fromthe deploynent area to the
processing site.

3. M SSO procedures used to resolve UD reporting problens while
depl oyed.

4. Procedures for delivery of feedback reports and ot her output
requi red during the deploynment. Al M SSGs shoul d add depl oyi ng
units to VLO at KCT to recei ve nessage generated DFRs.

5. SALTS transm ssion and receiving capabilities to include the
recommendation to keep the RUs SALTS diaries snmall to avoid
problenms with mssing parts of diaries.

6. Keeping the M SSO advised of their Routing Indicator Code
(RIC) and Pl ain Language Address (PLAD) prior to deploynent.
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This is required for the Depl oyed Message Table that is used by
the systemto generate Feedback Reports.

7. Providing "By direction” authority to the OC/ NCOC MSSO in
the event unit diaries nust be retyped during their deploynent.

7203. POSTDEPLOYMENT CONFERENCE. The M SSO shoul d contact the
deploying units within 10 days after the depl oynent return date.
The purpose of this contact is to discuss problens encountered
and realize | essons | earned. The M SSO shoul d encourage the
submi ssion of a witten after action report by the Personnel
Oficer/Chief or the Unit Diary Chief.

7204. PREDEPLOYMENT EXERCI SES. Usually, deploying units will
participate in a predepl oynent exercise prior to a deploynent.
During the predepl oynent exercise, the M SSO shoul d encourage
the deploying unit to utilize the chosen data transm ssion

met hod during the excercise. Use of the chosen subm ssion
method will provide the user with the experience they will need
whi | e depl oyed. Testing of the hardware and software can al so
be acconplished during this period.

7205. UNIT DIARY I NPUT. Deployed units will generally prepare
diaries on the UDJMPS and conplete the courier process for
transm ssion to the M SSO prior to central processing. For
those units that use this nethod of diary upload, the M SSO nust
nmonitor and track receipt of UDs and provide the unit with

f eedback regarding the receipt of diaries for processing.

7206. DI ARY FEEDBACK FOR DEPLOYED UNITS. The M SSO shoul d
contact the M SSA whenever a deployed unit is unable to extract
f eedback reports through sonme form of 3270 connectivity. The
M SSA can initiate the VLO Process (TC7047VL) which extracts

f eedback report data from MCTFS and transmits it to the unit in
nmessage format. The appropriate feedback nessages are extracted
by cycle fromthe MCTFS ADF. An exanple is provided in figure
7-8. If noinformation is found for the cycle being generated,
the programw || generate a negative nessage report ( Cont act
the M SSA for additional details regarding this process). In
addition, the MSSO is required to take the followng action to
nmonitor Diary Feedback Reports for deployed units:
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1. Ensure the Naval Message Generator on the M S16 nenu is
updated with the RUC, RIC and PLAD on the date the unit
designates to start message feedback reports. See figure 7-9.

2. Ensure the MSSA retransmts Diary Feedback Reports upon
notification that a deployed unit is mssing cycle reports.
Cycl es cannot be regenerated once the data has dropped off the
feedback files. In those cases where the unit has asked for a
cycle that is no longer on the feedback files, mail a copy of
the printed Feedback Report. The cycles are generally avail abl e
for transm ssion for about 25 days after the cycle conpletion
dat e.

7207. DI STRI BUTI ON OF PERSONNEL REPORTS. | n nbst cases reports
generated fromthe MCTFS cycle will have to be mailed to

depl oyed units by the MSSO. The follow ng action is required
by the M SSO

1. Mail all reports to the unit upon receipt.

2. Research MCTFS problens received by the unit and provide a
response as soon as the problemis resolved.

3. Provide reconciliation data no | ess than once a nonth or as
request ed.

4. Provide the unit with software updates when they are
rel eased by the M SSA and the | TD.
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CHAPTER 7
UNI T DEPLOYMENT

SECTI ON 3: DEPLOYED M SSO CONCEPTS

7301. GENERAL. To support the depl oyed Commander account for
personnel and provide pronpt and tinmely pay and personnel
support; it may be necessary to provide M SSO support in
theater. As such, the M SSO may provi de a depl oyed support
team as requested by the MEF Commander.

7302. PRE- DEPLOYMENT CONCEPT. Commander’s maintain the
responsibility to provide tinely and pronpt adm nistrative
support in a deployed or contingency situation. To assist the
Commander, the M SSO nust be prepared to provide the sane | eve
of support in a deployed environnent. To facilitate the

depl oynent of a M SSO support teamthe following if required
must be acconplished by the M SSO

1. Wen inforned of an inpending contingency operation,

i medi ately make liaison with the MEF G 1 to determ ne the

adm ni strative concept of operations and projected depl oynent
schedul es. Ensure the G1 is fully aware of the capabilities and
| evel of support which can be provided by the MSSO to the RU s
whi | e depl oyed.

2. Once the MSSO and the MEF G 1 has agreed to enploy a
depl oyed M SSO cell, the OC of the MSSOw Il contact CMC (M)
to di scuss support requirenents and depl oynment pl ans.

3. If the MEF G 1's depl oynent plan includes M SSO services and
capabilities, coordinate with the FSSG G 1 to secure
transportation and other CSS | evel support. \Wenever possible,
the M SSO support team shoul d depl oy as a conponent of the FSSG
TPFDL.

4. Ensure communi cation requirenents for transmtting MCTFS
data is provided to the Major Subordi nate Cormand G 1s and G 6s.

5. Ensure predeploynment transportation requirenents are

identified to allow for TPFD of M SSO personnel throughout the
force build-up
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6. ldentify M SSO personnel for |iaison team depl oynent.

7. Ensure adequate personnel and field equi pnment are on hand
for short notice depl oynents.

7303. M SSO DEPLOYMENT. The servicing M SSO wi Il provide
initial support to a MEF Forward size deploynent as required. A
m ni mum | i ai son support team of two M SSO anal ysts will be
provided to a MEF Forward size elenent. The M SSO and MAGTF
Commander will decide when and if additional M SSO support is
required.

1. The servicing MSSO will provide all necessary and requested
support to the extent possible. Wen support requirenents
exceed the M SSCs capability, the MSSO w Il contact CMC (M F)
for assistance. Upon request, the CMC (MF) will task organize
M SSO personnel for deploynent to the contingency area. The CMC
(MF) may al so task other M SSGs with providing additional

per sonnel / equi prent as may be necessary.

2. The contingency M SSO will deploy in support of the
operation and will be admnistratively attached to the FSSG
The foll ow ng considerations apply to the task organi zation of
M SSO personnel for the depl oyed M SSO concept.

a. M SSO support while depl oyed should be on par with the
service provided in garrison

b. An adequate nunber of M SSO personnel and support
equi pnent
must remain in the JURIS which supports the deploying MEF to
ensure units remai ning behind are provided with M SSO conti nuous
support.

c. The nobilization of the Reserve units may require
support personnel from M SSO 17 to assist in reserve uni que
reporting.

7304. POST DEPLOYMENT.

a. Upon retrograde of the MEF the depl oyed M SSO and MAGTF
Commander will decide the order of the return. Upon return of
t he depl oyed M SSO al | personnel /equipment will be returned to
t he parent M SSQO or gani zati on.
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b. The deployed MSSO O C wll ensure all adm nistrative
requi renents are conpleted prior to personnel being detached to
t heir permanent M SSO.

c. An after-action report will be prepared and submtted to
CMC (M) upon return fromthe depl oynent.
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RUC TI TLE PHONE #

OUTBOUND UNI TS APPROXI MATE DEPLOYMENT DATE DESTI NATI ON( UNCLAS ONLY)

Dat e Cycle #
Conpl et ed
1. N A Unit |iaison/contact with the M SSO 5 weeks
prior to depl oynent.
Unit point of contact Phone #
2. N A Unit should submit "WLL DEPLOY" Record of Event
entry 4 weeks before depl oyrment.
UD# Dat ed Recei ved at M SSO .
3. N A Rel ease correspondence to DFAS KC for tables information

update upon receipt of "WLL DEPLOY" Record of
Event entry with History of Tables Infornmation.

uD# Dat ed Recei ved at M SSO .

4. M SSO contact/liaison with unit 4 to 7 days
prior to departure.
Unit point of contact____ Phone #

5. Process "W LL DEPLOY" Record of Event entry after
699 pay data has processed for |ast payday in
CONUS/ Hawai i . (CAUTION: Ensure 699's pay data
has been processed before input).

6. _ Unit submit OPCON ADCON as Last UD submitted via JURIS

7. Process "OPCON ADCON LAST UD THI S JURI S" Record
of Event entry.
uD# Dat ed Recei ved at M SSO .

8. N A Rel ease correspondence to WESTPAC M SSO.

9. Send undel i vered output for deployed units to

WESTPAC M SSO Date Mil ed

OUTBOUND ACTI ON

TEAM LEADER- - == - - == == - - - /sl
QCNCO- - - - = m e o mmmmomme /sl
M SSO CHI EF-----x-cnmn-- /sl
o [ R /sl

Figure 7-1: CQutbound Checklist for Deployed Units
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RUC TITLE PHONE #
RETURNI NG UNI TS ESTI MATED RETURN DATE
1. N A Recei pt of WESTPAC M SSO Tabl e Correspondence from
DSSN Record of Event entry. Dated .
2. N A Recei pt of WESTPAC M SSO Correspondence for " OPCON
ADCON LAST UD' Record of Event entry.
Dat ed Last UD submitted
JURI S 27 and Record Count
3. N A Li ai son/contact with unit on day of return or
as soon as possible. Unit point of
cont act Phone #
4. Process "ARR INDIV LOC' Record of Event entry.
UD# Dat ed Recei ved at
M SSO
5. N A Rel ease correspondence to DFAS-KC (1 TD) ONLY I F tables
i nfornati on update is needed. (Figure 7-6)
DTG
6. Recei pt of undelivered output for unit from

WESTPAC M SSO. Date recei ved

RETURNI NG ACTI ON

TEAM LEADER- - == - === == - - - /sl

------------------ /sl
M SSO CHI EF-----x-nnmn-- /sl
[0 [ R /sl

Figure 7-2: Inbound Checklist for Deployed Units
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| NBOUND CHECKLI ST APPROXI MATE ARRI VAL DATE

RUC TI TLE LOCATI ON

DATE
COWPLETED CYCLE #

1. N A Recei ved CONUS/ Hawai i correspondence on
"W LL DEPLOY" RECORD OF EVENT Entry.
Dat ed

2. N A Recei ved parent JURI S correspondence on
OPCON/ ADCON, Last UD subnitted
parent JURI S . Dated

3. N A Li ai son/contact with unit on day
of arrival. Contact
Phone

4. Ensure Unit Address (Table 01) reflects correct
i nformati on for WESTPAC. (Do not process
Arrival
INDIV LOC UD until correct infornation appears.)

5. Process ARR INDIV LOC Record of
Event entry when unit arrives.
UD# Dat ed
Recei ved at M SSO .

6. N A Correspondence to DFAS-KC (I TD) ONLY | F tables
information is needed. Dated

7. N A Recei ved undel i vered out put for
unit from CONUS/ Hawaii M SSO. Recei ved
at M SSO .

Figure 7-3:-- WESTPAC M SSO | nbound/ Checkl i st For Depl oyed
Units
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DATE CYCLE #
COVPLETED
1 N A
2. N A
3. L
4, _
5 _
6.
| NBOUND ACTI ON
Team Leader----------- /S/
QCNCO----------------- [ S/
M SSO Chief----------- [ S/
0 [ O [ S/

M SSO MANUAL

Li ai son/ Contact with unit 5 weeks
prior to return to CONUS/ Hawai i .
RU Poi nt of Contact

Rel ease MCTFS Tabl es update correspondence
upon receipt fromunit or DSSN
of Event entry with History of Tables
I nformati on Dated
uD # Dat e

M SSO .

Recei ved at

Process DSSN from above Record of
Event entry after processing 699 pay
data for |ast payday i n WESTPAC.
(Caution: Ensure 699 pay data has
processed before input).

Process Record of Event entry "OPCON
ADCON Last UD this Juris" when
received fromuUnit. UD #

Dat e Recei ved at M SSO

Rel ease correspondence to CONUS M SSO after
processi ng above entry.
Dat ed Record Count

Send all undelivered output for unit
t o CONUS/ Hawai i M SSO.
Date Mil ed

OUTBOUND ACTI ON

Team Leader----------- /S/
QCNCO----------------- [ S/
M SSO Chief----------- [ S/
OC----mmmmmee e [ S/

Figure 7-4:-- WESTPAC M SSO Qut bound Checkl i st For Depl oyed

Units
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RUC TI TLE PHONE

M SSO CONTACT

DATE CYCLE#
COVPLETED

1. LI Al SON/ CONTACT W TH UNI T.

2. PROCESS EVENT "TR NEW LOC'.

3. RELEASE CORRESPODENCE TO DFAS- KC
(1 TD) FOR TABLES UPDATE.
PRESENT TABLES VERSI ON
NUVBER. ENTER ESTI MATED DATE
OF RETURN.

4. LI Al SON/ CONTACT W TH UNI T
UPON RETURN. UNI T CONTACT

5. PROCESS EVENT "TR NEW LOC'.

6. RELEASE CORRESPONDENCE TO
DFAS- KC (1 TD) FOR TABLES
UPDATE.

Note: File this checklist and retain for 3 nonths after
conpl etion of the deploynent and then destroy. O her
Depl oynent is conpleted after the unit returns to its hone
base. This checklist will be started 60 days prior to
depl oyment .

Figure 7-5.--Q her Deploynents Tabl es Update | nformation
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Fr: M SSO XX

To: DFAS KC

cc: CMC (M), M SSO 27

bcc:

Subj ect : MCTFS TABLES UPDATE | NFO
SER no:

ACTION: RUC 12345 WI Il Depl oy

EVENT 1: WII Deploy to SDPI 27 DSSN 6160

Est Depl oy Date: YYYYMVDD

Rpt on UD XXX-YY of YYYYMVDD

New Tabl es | nfo

a Unit title: VMFA 345 MAG 12 1st MAW MARFORPAC
b ADDR1.: Unit 12345 Box 12345

c. ADDR2: FPO AP 12345 5432

d. Loc Code: 000JA
e
f
g
P

ARl

DSSN: 6160

JURI S: 27
. Effective Date of table Change YYYYMVDD
OC this MSSO Cpl Jones, ext 9876.

Figure 7-6.--Tabl es Update Request For mat
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2d Marine Division, MARFORLANT 2d Force Service Support G oup,
MARFORLANT
Canp Lejeune, North Carolina 28542 Canp Lejeune, North Carolina 28542

Mari ne Corps Base
Canp Lejeune, North Carolina 28542

LETTER OF AGREEMENT BETWEEN THE COMVANDI NG GENERAL, MARI NE CORPS BASE, CAMP
LEJEUNE AND THE COMMANDI NG GENERAL, 2d MARI NE DI VI SI ON MARFORLANT, AND THE
COMVANDI NG GENERAL, 2d FORCE SERVI CE SUPPORT GROUP, MARFORLANT

Subj: MCTFS SUPPORT PROVI DED TO DEPLOYED UNI TS
Ref: (a) MCO P1080.40 (MCTFSPRI M

1. The reference grants authority to the Manpower Information Systens
Support O fice for retyping unit diaries that are submitted via nessage from
depl oyed units.

2. Accordingly, the following is agreed to:

a. The Commandi ng CGeneral, Marine Corps Base, Canp Lejeune agrees that
the MSSO will:

(1) Retype all unit diaries submtted by nessage from2d Marine
Di vision and 2d Force Service Support Group units that are deployed fromthe
Canp Lejeune area for a period of nmore than 30 days.

(2) Acknow edge receipt of each unit diary submtted by a depl oyed
unit.

(3) Forward via message, all advisory and errors entries to the
depl oyed unit for action.

(4) Once a week, mail all MCTFS systemreports, and rel ated docunents
to the depl oyed unit.

(5) Ensure that deployed units have the current version of the
UD) M PS Software and forward any revisions as received.

(6) Retain original unit diaries for forwarding to CMC.

(7) Forward unit copies of unit diaries, via US. Mil, once a week
to the reporting unit for annotation, corrective action, and filing in
accordance with the reference.

(8) Recertify unit diaries received by the M SSO

Figure 7-7.--Sanple Letter of Agreenent
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b. The Commandi ng General, 2d Marine Division and the Conmandi ng
CGeneral, 2d Force Service Support Group agree to:

(1) Ensure that the MSSOis notified at | east 20 working days in
advance of a schedul ed unit depl oynent.

(2) Have the deploying unit personnel/S-1 officer nmake liaison with
t he
M SSO at | east 15 working days prior to deploynent for a brief on the support
to be provided by the M SSO, and the actions that will be required of the
depl oyed unit.

(3) Have depl oyed units prepare and subnit unit diaries per the
reference and the sequence code listing for UJY M PS.

(4) Gve by direction authority to the O C of the M SSO and
Adj utant, ©Marine Corps Base to authenticate unit diaries.

3. Personnel Support

a. Commuandi ng General, Marine Corps Base, Canp Lejeune, North Carolina.
Provi de support per the current FAP agreenent.

4. Coordination. Direct liaison between the deploying reporting unit and
the M SSO is authorized.

I.T. LEVINS J. W SENTER K. M LEAHY

Distribution: CG MCB Canmiej (AC/S, Manpower) (5 copies)
CG 2d MarDiv (AC/S, G 1) (5 copies)
CG 2d FSSG (AC'S, G 1) (5 copies)
M SSO, MCB Canliej, NC (2 copies)

Copy to: CMC(MF)

Figure 7-7.--Sanple Letter of Agreenent (cont)
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PTTUMDBA RULSMJJ0004 0050601- UUUU- - RHVCSUU.
ZNR UUUUU
P 050601Z JAN 2000 ZPY
FM M SSA KANSAS CI TY MO /M SSO 16/ /
TO SECONDBN FI FTH MAR/ / PERSQ /
BT
UNCLAS //N01080/ /
SUBJ: UNI T DI ARY FEEDBACK MESSAGE FOR RUC 11170
1. MCTFS CYCLE 003 COVPLETED PROCESSI NG
THE FOLLOW NG DI ARl ES WERE PROCESSED:
DATE CYC CYCLE CYCLE TRANSACTI ONS
UD-NO UD- DATE OPENED CERTIFY NO START FINSH ACC REJ TOT
03000 20000104 20000104 20000104 003 20000104 20000105 18 3 21

2. REJECTED TRANSACTI ONS CREATED I N CYCLE 003:

DI ARY/ PAYROLL EFF ACT DO CyC ADVI SORY
SSN NUMBER DATE DATE DATE RUC NR ERROR
N123456789 03000 20000104 19991223 19991223 11170 003 E
NAME:  SANDOVAL AA

TTC: 031 - 19991223 ATT 0800 MCC V25 TAD EXCESS
H ST: 2/11 KBTRY ATT 2/5 FOR UDP CKI JA
ADC-NR 7326851 - REPORTED SSN | NVALI DY NOT ON FI LE.

N987654321 03000 20000104 19991223 20000104 11170 003 E
NAME:  SANDOVAL AA

TTC. 150 - 20000104 DSSN 6160 ED 19991223

HI ST: NONE

ADC- NR: 7326852 - REPORTED SSN | NVALI D/ NOT ON FI LE.

0456789012 03000 20000104 19991208 19991208 11170 003 G
NAME: POTTER JS

TTC. 105 - 19991208 FR SK 2359

HI ST: NONE

ADC-NR' 7337631 - NMASTER RECORD NOT REPORTED TO S| CK.

3. ADVI SORY/ PUREX MESSAGES CREATED I N CYCLE 003:

RUC. 11170
REPORTI NG DI ARY/ PAYROLL EFF ACT CYC ADV

SSN RUC NUVBER  DATE DATE DATE NR CODE
0879234561 00000 88888 20000101 20000101 20000101 003
NAMVE: BOVBERRY SG
TTC. 059 - ESTAB PERM GRADE E6 DOR 20000101
HI ST: NONE
ADC-NR: 7327776 - TRANSACTI ON FORWARDED TQ' FROM TEMPORARY UNI T
0555888222 54807 88888 20000101 20000101 20000101 003 c
NAME: BOVBERRY SG
TTC. 059 - 20000101 PROM SSGI' PERM DOR 20000101 ED 20000101
HI ST: NONE

ADC-NR: 7327777 - CHANGE ENTERED BY HOMC HAS BEEN POSTED TO MV
MASTER RECORD. ENTER I N SRB/ OQR | F APPLI CABLE.

0777111777 54864 00793 19991229 19980611 19980611 003 c
NAMVE: DURAN JJ

TTC. 350 - 19980611 ENROLL MCI CRS 033MZZ

HI ST: NONE

ADC- NR: 7340490 - CHANGE ENTERED BY HOMC HAS BEEN POSTED TO MV
MASTER RECORD. ENTER I N SRB/ OQR | F APPLI CABLE.

4. RELEASED BY GS13 M R W LSON

Figure 7-8. -—VLO Feedback Message For mat

7-21




M SSO MANUAL

USERI D: GwW154 NAVAL MESSAGE CGENERATOR 10/ 07/ 88
09: 33: 08

- REVIEWA UNIT

- ADD A UNIT

DELETE A UNI'T

- CHANGE A UNIT

- PRINT UNIT SUMVARY LI STI NG
- EXIT PROGRAM

mUOO>X

PRESS CLEAR TO TERM NATE PROGRAM  NO ACTI ON TAKEN
DSSN MUST BE PRECEDED WTH A "D".

OPTION SELECTED . . . . . P

UNI T.

ROUTI NG | NDI CATOR .

ADDRESS .
UNI T SUMVARY LI STI NG
RUC ROUT ADDRESS
khkkkhhkkkhhhkhkhhhkkhhhkhhhhkhhhhhhhkhhhhdhhdhhhdhhddhrhdhdddxrdhdxdhxrdxk*x*x
01121 RUWDSUX VVA AW ONE TWO ONE
01166 RUWDSUZ HW ONE SI X SI X
02011 RACKS RSU COMCABEAST CHERRY PT NC
52570 RUCKSUZ MARBKS GUANTANAMO BAY CU

Figure 7-8.--Sanpl e Naval Message Cenerator
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CHAPTER 8
ACCESSI ON REACCESSI ON OF MCTFS RECORDS

8001. I NTRODUCTION. The MCTFS CMF consists of a conplete
record for each Marine serving in the Marine Corps, Reserve, or
on the Retired List. The procedures used to establish the
initial conmputer record and add the Marine to the Marine Corps
strength is the accession process. The initial accession
process includes Oficers attending O ficer Candi date School
(OCS) at Quantico, enlisted nenbers of the SMCR who drill prior
to attendi ng boot canp (ECCO, and enlisted recruits at MCRDs
Parris Island and San Di ego. The reaccession process (HAVS)

al so creates a record on Marines reenlisting with broken Marine
Corps service at recruiting comands.

8002. MARI NE CORPS RECRU T | NFORVATI ON SUPPORT SYSTEM —
RECRUI TI NG STATION (MCRI SS-RS). The Marine Corps Recruiting

| nformati on Support System — Recruiting Station (MCRI SS-RS) was
devel oped to neet the requirenment to i nput and nanage enli sted
and officer applicants for processing in the Mrine Corps and
Mari ne Corps Reserve. MCRISS-RS will interface with the Student
Entry Level Managenent System (SELMS), Marine Corps Total Force
System (MCTFS), Marine Corps Manpower Operational Data Store
(MCMODS) and the Mlitary Entrance Processing Command ( MEPCOV)

| nt egrat ed Resources System (M RS).

1. Oficer. MRISS- RS replaces recruiting conmand
functionality found in ARMS-RS. O ficers selected to
participate in OCS, PLC, and NROTC prograns at the OCS are
accessed into MCTFS through an interface between MCRI SS-RS and
MCTFS. MCRISS-RS provides entry for officer candi date data at
the time candidates are enrolled in an officer program Once
data is entered into MCRISS-RS, the system provides for on-going
mai nt enance of the data and tracking of candidates frominitial
enrol I ment through conm ssioning. The data is entered via

| nternet capable PCs with web browsers, |ocated throughout the
Marine Corps Recruiting Command, HOQMC, and CCS.

a. During in-processing of a class/training increnment, OCS
reviews the MCRISS-RS record with the candi date present and
val i dates data reported by recruiting commands. Upon conpl etion
of the validation of records into MCRISS-RS, a data set is
created for the designated class/training increnment which is
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transmtted to MCTFS. This data set is then formatted into a
MCTFES officer accession transaction record for each MCRI SS- RS
record.

b. In those cases where problens develop with the MCRI SS- RS
of fi cer accession process, assistance should be requested from
Marine Corps Recruiting Conmand (MCRC). Additional information
on MCRI SS-RS can be obtained fromthe MCRI SS-RS Users Cui de.

2. Enlisted. MCRISS-RS will manage enlisted applicants for
initial processing. The systemw |l interface with the Student
Entry Level Managenent System (SELMS). Enlisted records are
accessed into MCTFS through an interface between SELMS and
MCTES.

8003. STUDENT ENTRY LEVEL MANAGEMENT SYSTEM (SELMS). The
Student Entry Level Managenent System (SELMS) was devel oped as a
repl acenent for the renmaining conponents of the Automated
Recruit Managenent System ( ARVS)

1. SELMS will be used as the diary input nmechanismfor entry

| evel enlisted Marines by the Marine Corps Recruit Depots
(MCRDs), Marine Conbat Training (MCT) and sel ected Entry Level
Schools (ELS). SELMS is a web-enabled systemthat transmts
formatted TTCs to the MCTFS. SELMS will interface with the By
Nane Assignnent system (BNA), Recruit Distribution Mdule (RDM,
and Qperational Data Store (ODSg)for entry |evel data exchanges.

2. In addition to replacing the functionality previously
available in ARMS, SELMS will provide new functionality to entry
| evel training organizations. Sone of the benefits of this
system i ncl ude:

a. The capability to performvolune updates for multiple
records.

b. Situational reporting nodul es for dependent information
and entry | evel discharges.

c. The ability to report and track teamintegrity under the
unit cohesion program

d. A statenent of service which tracks the |ocation and
reason for location for entry | evel pipeline students.
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8004. HEADQUARTERS ACCESSI ON MANAGEMENT SYSTEM ( HAMS)

1. Oficers commencing an initial period of active duty as a
result of graduation fromthe Naval Acadeny, interservice
transfer of officers accepting a comm ssion in the Marine Corps,
and enlisted Marines selected for appointnment to officer status
are automatically accessed by the CMC (MRRO-5). Probl ens
associated with the accession of records in the above categories
shoul d be referred to the CMC (MRRO-5) .

2. Prior service enlisted Marines reenlisting in the Mrine
Corps with broken tine nmust be admi nistratively processed
through a recruiting station at the time of reenlistnent.

During processing, reenlistnent data is entered into MCRI SS-RS
at the recruiting station. The CMC (MF) retrieves a daily
report from MCRI SS-RS on Marines reenlisting and assigned to
active duty. This report provides the necessary MCTFS data

el enents required for accession into MCTFS via the HAMS process.

4. The following responsibilities apply to the subm ssion of
reccessi on nessages per MCO P1080. 40

a. Recruiting stations are responsible for entering data
into MCRISS-RS on Marines reenlisting with broken service.
Naval nessages or correspondence requesting reaccession are no
| onger required to be submtted by recruiting comands.

b. The nmenber's first active duty command nust detern ne
that a reaccession has been conpleted before reporting an "INT
JON' entry. The unit should contact the MSSO if they can not
determne if the reaccession has been conpleted. Validation of

a preexisting reaccession will reduce the anount of tine it
takes for a unit to process the join transaction or request that
a reaccession be initiated. If the Marine is joined to a

reserve unit the reserve unit must transfer the Marine to active
duty.

c. HAMS is no longer utilized by reserve RUs. [|If the
Marine is joined to a reserve RU, the unit should report the
transfer statement via the UD. This process is only effective

if the Marine is joined to a reserve RU. If the Marine is in a
separated status in both the active and reserve conponent, the
record will require that a HAMS accessi on nessage be submtted

in order to activate the record in MCTFS.
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8005. COWPUTER RECORDS M SSI NG FROM MCTFS.  The M SSO wi | |
assist units in determning if a Marine has a conputer record
on the CWF. If the record is on file in a record status "H' for
the current active duty period, the gaining command nust report
an "INNT JON' entry. In sone cases, a record may be reaccessed
under an invalid SSN because of an error in the reaccession
nmessage or in the data entered into MCRISS-RS. If the nanme is
correct on the CVF and the SSN i s erroneous, the unit may report
an "INIT JON' under the erroneous SSN and then report an SSN
change. The other nethod for correcting the SSN problemis to
request that the CMC (M F) drop the record containing the
erroneous SSN and reaccess the nmenber under the correct SSN
This method normal Iy takes | onger to resolve since the record
must be dropped fromthe CMF before a reaccessi on can post under
t he correct SSN.

1. If the CMF contains the Marine's record in a record status
other than "H' froma previous period of active duty, the unit
must contact the CMC (MF) to determne if a reaccessi on nessage
has been received for the current period of active duty.

In those cases where the Marine still has an active record from
a previous period of active duty, the unit nmust contact their

M SSO to determ ne the appropriate action to take.

2. In those cases where the unit reports an "INIT JON' entry
prior to the Marine being reaccessed into MCTFS, the RU will
receive an advisory error nessage indicating that the record is
not contained on the VEF. Should the "INIT JON' entry pass
on-line edits, it will fail at poster if the record status is
inconsistent wwth "INNT JON' logic (e.g., separated record "T"
error).

8006. RECORDS AVAITING INITIAL JONS. Wen records are
reaccessed, a FMCC is entered in the record. After reaccessions
are processed at Central, the record indicates the appropriate
record status and the FMCC. To ensure the tinely reporting of
join and drop entries, the MSSOw Il nonitor FMCC records with
a record status of "H' and ensure the appropriate units are
infornmed to report the appropriate join transaction. |In sone
cases, records are reaccessed, but never joined by a RU As a
result, these records remain on the CM in a record status "H'
beyond the expiration of the projected active duty period

wi t hout an appropriate join/drop action being reported.
Subsequent requests for reaccession can not be conpleted until
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the record is reset by a corresponding join and drop acti on.

Failure to nonitor records with a record status “H has the

potential to cause extensive reporting delays since HQVC mnust
determ ne for which RUC the nmenber was originally reaccessed,
and contact the RU requesting that they report an "INIT JO N
and drop the record.

8007. ECCO  Prior service personnel, both officers and
enlisted, who join the Reserves froma civilian status will be
accessed into the MCTFS via the ECCO accession option within
Cl Cs.
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CHAPTER 9

MCTFS SUPPORT FOR THE RESERVE COVPONENT

9000. GENERAL. This Chapter contains information regarding
M SSO functions as they pertain to supporting the Reserve
Conmponent with the Marine Corps Total Forces System ( MCTES).

9001. M SSO 17 ORGANI ZATI ON AND FUNCTI ONS. M SSO 17 is |l ocated
within the confines of the M SSA. Together with M SSO 16,

M SSO 17 provides reporting assistance for all reserve units to
i nclude the active conponent support staff assigned to the |&
Staff or Site support staff. |In addition to standard M SSO
goal s and objectives stated in chapter 1, M SSO 17 al so perforns
the foll ow ng functions:

1. Provides technical assistance to reserve reporting units
and active conponent personnel supporting the reserve
establ i shment concerni ng MCTFS reporting procedures and probl em
ar eas.

2. Conducts staff liaison visits to reporting units and
provi des assi stance when requested or when deened necessary by
the Head, M SSO 17 or the Director M SSA

3. Notifies the appropriate commander in each instance when
a reporting unit does not conply with tinmeliness standards or
est abl i shed control procedures.

9002. MCTFS CYCLE PROCESSI NG AND VERI FI CATION.  The fol |l owi ng
descri bes the MCTFS cycl e process and defines the M SSO s
responsibilities in regards to this process.

1. Input Preparation. Reserve units use the UD M PS software
to prepare unit diaries. Certified diaries will be uploaded to
MCTES directly fromthe reporting units. Al data received and
generated by the M SSO nust be accounted for and properly
identified. The Head, M SSO 17, will ensure sound procedures
for unit diary accountability are in effect, and nonitored on a
routi ne basis.

a. Marine Corps Reserve Support Center (MCRSC). MCRSC wil |
prepare unit diaries through the OLDS. Data submitted via the
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ODS is transmtted via | eased lines of the MCDN Network to the
DMC at ST. LOU'S, MO

b. MSSO17. MSSO 17 will input unit diaries using the
OLDS when required. MSSO 17 will also certify Enlistnent
Contracts (ECCO s) for reserve nenbers as required.

2. Distribution of Cycle Qutput. Upon receipt of verified
cycle output, the MSSO 17 will ensure the output is sorted and
organi zed for distribution. Qutput products are nailed or
distributed to appropriate M SSO personnel, field units, and

m scel | aneous agenci es per established procedures.

3. MCTFS Monthly Cycle Process. The Monthly Cycle Process is
run to extract information for managenent reports for a variety
of agencies. Upon receipt of output fromthis cycle, the
Quality Control Section verifies the reports are conplete and
correct, and submts requests for correction or mssing reports
i f necessary.

9003. RESERVE 17 PURI FI CATI ON PROCESS

1. The VEF database is the conposite of about 500, 000 records
for menbers of various categories of the reserve, active and
retired conponents. Extracts fromthis database are used by the
CMC to plan, budget and set policies for the active and reserve
forces.

2. Each record on the VEF should reflect the current status of
the nenber. Accurate, conplete and tinely paynent and
retirement crediting is dependent upon nai ntaining each record
in a current status.

3. Monitoring Cass 1 and ad hoc reports can provide
information which can identify potential problens. Daily
contact with reporting units by M SSO 17, adm nistrative
assistance teamvisits, MCAAT audits and other inspections are
al so activities which identify problens.

9004. ACCESSI ONS ( ECCO) .

1. Ceneral. Records are placed on the MCTFS file by the
accessi on process.
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2. Accessions

a. There are currently three conditions when accession is
required:

(1) Nonprior service enlistnent with Training Pay
Category P (paid drills authorized).

(2) Prior service reenlistment when there is no record
on the MCTES file.

(3) Newy appointed officers or officers with broken
service and no record on the MCTES file.

b. Accession (ECCO is a two-part process that is initiated
by an initial join entry by the reporting unit per chapter 4,
MCTFSPRI M The second part of the accession process is
conpl eted by the unit upon receipt of the MCTFS UD report and
t he acconpanyi ng ECCO data. Wen the ECCO and initial join have
processed, the record is added to the MCTFS file in a record
status O (active status).
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CHAPTER 10
ACCESS/ SECURI TY

SECTI ON 1: DATA ACCESS AND SECURI TY OF MANPONER SYSTEMsS

10101. I NTRODUCTION. The purpose of this Chapter is to
establish data access and security policy for manpower

informati on systens. The Marine Corps Autonmated Data Processing
Security Manual MCO P5510. 14 states that the access to data
systens and files rests with the functional manager. The
MCTFSPRI M defi nes the CMC (M&RA) as the functional nmanager for
manpower i nformation systenms. As such, the CMC (M&RA) wil |
control access to all manpower automated information systens and
dat a.

1. The M SSCs are Headquarters Marine Corps' field
representatives and as such, control access to manpower systens.
The sensitive nature of the personal data contained in manpower
systens and the current demands on an al ready burdened system
necessitate limting access to files.

2. Requests for access to manpower systens will be forwarded,
via the requester's local MSSO to the responsible D vision
Control Authority (VCA) listed in Table 10-1. The M SSO may
aut hori ze access to those systens/files for which they are al so
listed as a Departnent Control Authority (DCA).

10102. DEPARTMENT CONTROL AUTHORI TY (DCA). The CMC (M) is
responsi bl e for the coordination and control of access to all
Category | Manpower AlS's. To effectively acconplish this

m ssion, the CMC (M) uses the M SSGs as the Assistant DCA
(ADCA). The CMC (M) establishes organi zational responsibilities
and conmmuni cati on channels for the MSSCs to use in the

adm ni stration of Al'S access.

10103. ASSI STANT DEPARTMENT CONTROL AUTHORI TY (ADCA). The ADCA
(MSSO is responsible for reviewing all requests for access to
aut omat ed manpower systens. The M SSO, acting as the ADCA, nay
aut hori ze access to local files where the M SSO i s designated as
the DCA in Table 10-1 of this Manual. The MSSO w Il forward
requests for access to the appropriate DCA when the M SSO i s not
listed as the DCA in Table 10-1.
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10104. DI VISI ON CONTROL AUTHORITY (VCA). The Manpower

| nformati on Technol ogy Branch (MT) is the D vision Control

Aut hority for manpower systens. They will coordinate all policy
and procedures relevant to Top Secret Security/Natural Security
System (TSS/NSS) with the C4 Systens Division. The CMC (MT)
coordi nates and controls all VCA in Manpower and provi des

techni cal support to these adm nistrators for manpower Al S s
both internal and external to the MRA

10105. ADP SECURI TY SYSTEM OFFI CER (ADPSSO) . The Director of
each ADP activity will appoint an ADPSSO and a Deputy ADPSSO who
will act as the focal point for, and principal advisor to, the
ADP activity director regarding all automated conputer system
security procedures, including personnel, physical security,
communi cati ons, hardware, and software. The ADPSSO i s
responsi bl e for TSS and NSS security systens and providing

trai ning and support to Term nal Area Security Oficers (TASO).
MCO P5510. 14 provides additional information on the
responsibilities of the ADPSSO

10106. TERM NAL AREA SECURI TY OFFI CER (TASO). The director of
each activity serviced by renote term nal device necessary to
connect with a master, main, or host conputer is responsible for
t he appoi ntnent of a TASO. The M SSO, RU, and each depart nent
in a major command or agency will be provided a User ID
departnent which will contain several individual user ID s.

User IDs ending in "00" are designated as the TASO whil e user

I Ds ending in "10" are designated as the Assistant TASO (ATASO) .
The TASO and Assistant TASO wi |l | :

1. Ensure local conpliance with security operating procedures
determ ned necessary in coordination with the ADPSSO of the host
conputer site.

2. Ensure that effective instructions specifying security
requi renents and operating procedures for each termnal area are
I ssued.

3. Ensure that each termnal user's identity, need-to-know
| evel of clearance, and access authorizations are established
commensurate with the data available fromthat term nal

4. Manage the control and di ssem nation of user and file IDs
and passwords.
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5. Take actions to assist the host ADPSSO in ensuring overal
system security.

6. Report imrediately to the host ADPSSO, all practices which
m ght adversely effect overall systemsecurity, and al
i nstances of system security violations.

7. Contact the ADPSSO at the host conmputer site on all problens
associ ated user |1Ds and passwords.

8. Ensure conpliance with TASO procedures contained in MCO
P5510. 14 and locally produced ADPSSO procedures.

10107. MCTFS CENTRAL MASTER FILE. The CMF is resident at DMC
ST. LOUIS | ocated on the Kansas City DOVAIN and access is

provi ded through the CUSTOVER | NFORMATI ON CONTROL SYSTEM ( CI CS)
Access to CICS is controlled through user IDs. The MSSO is

aut hori zed to approve requests for access to Cl CSfor reporting
units, disbursing personnel and any other agency (i.e.

1st Sgt/ Sgt Maj ) that is responsible for manpower or pay
functions. The M SSO submts the approved request to the | oca
ADPSSO who will forward the request for access to DFAS-KC (I TD).

10108. ON-LINE DI ARY SYSTEM (OLDS). Access to OLDS is
controlled through user IDs. The MSSOis authorized to
approve requests for access to OLDS for reporting units,

di sbursing of fices, command reporting units and any ot her
activity responsible for unit diary preparation. The M SSO
forwards approved requests for access to OLDS to the | ocal
ADPSSO. Wherever feasible, the use of UJY MPS should be pursued
prior to approving a request for access to OLDS.

10109. DEFENSE RETI REMENT AND ANNUI TY SYSTEM (DRAS). The pay
account for Retired Marines is resident at DRAS O evel and and
access is controlled by DFAS, |ITD Security. Access to DRAS is
restricted and will not normally be approved for users outside
HOMC, M SSA or DFAS-KC. Request for access to DRAS will be
forwarded to DFAS-KC via the | ocal ADPSSO.

10110. VALI DATI ON AND EXTRACT FILE 1200 AND 1200B. The VEF-
1200 and 1200B are resident on the Kansas City domain as a
shared ADABASE files. The VEF-1200 and 1200B are updated daily
on a touched record basis after each central cycle is conpleted
and a full file update after each U&E. The M SSO i s aut hori zed
to approve requests for access to the VEF 1200 and 12008B.
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Requests for access to the VEF will be submtted to the |ocal
ADPSSO and are granted through user IDs. Access to the VEF
should normally be restricted to units above the

Regi nental / G oup | evel since retrievals require the user to have
knowl edge of NATURAL progranmm ng | anguage. Users bel ow the

Regi nental / G oup | evel should be encouraged to request access to
the ODSg for data query capabilities.

10111. HEADQUARTERS MASTER FILE (HWF). The HWF is resident on
the Quantico domain and access is controlled by the VCA. Access
is restricted to HQMC and maj or commands. Requests for access
to the HVF nust be submitted to the CMC (I TD) via the |ocal

M SSO. The HW is accessed through user I D and prograns are
retrieved via the NATURAL programmi ng | anguage.

10112. AUTHORI ZED STRENGTH REPORT (ASR). The ASR i s resident
onthe Quantico domain. The M SSO is authorized to grant access
to the local ASR for major commands. The ASR is normally
updat ed during the nonths of February and Septenber. Access to
the ASR is controlled through user IDs and reports are retrieved
via the NATURAL programm ng | anguage.

10113. OFFI CER STAFFING GOAL (OSG). The OSG is resident on the
Quantico domain. The M SSOis authorized to grant access to the
| ocal OSG for major commands. The OSGis normally updated
during the nonths of February and Septenber. Access to the OSG
is controlled through user IDs and reports are retrieved via the
NATURAL programi ng | anguage.

10114. ENLI STED STAFFING GOAL (ESG. The ESGis resident on
the Quantico domain. The M SSO is authorized to grant access to
the local ESG for major commands. Access to the ESGis
controlled through user I1Ds and reports are retrieved via the
NATURAL programi ng | anguage.

10115. TABLE OF MANPONER REQUI REMENTS (T/MR). The CG MCCDC
(TFS) maintains the Tables of Organization (T/O which conprise
the T/TMR The T/ MR includes the Marine Corps total requirenent
for all mlitary and civilian manpower. The T/MR is resident on
the Quantico domain. The T/MR file cannot be accessed on-Iline
i ke the VEF-1200, ASR, OSG and ESG. The T/ OGs for subordinate
commands are available on the Internet. Questions concerning

t he update of the T/MR should be referred to the CG MCCDC

(TFS)
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10116. NATURAL TRAINING  Users who are granted access to
ADABAS fil es (VEF-1200/1200B, HW, ASR, OSG or ESG to wite
prograns shoul d have training in NATURAL programrng. Normally,
the local ISMOw Il have qualified NATURAL instructors that can
provide training to those requiring us of Natural.

10117. ARMS DEPOT/ MCT/ ELS. ARMS users are granted access to
utilize the CICS TAR ARVS option for ARMS Depot, MCT or ELS
nodul es and the ARMS-Recruit, ARMELS, ARMS-M SC, VEF and MCTFS-
RED file for Natural programm ng. Access to ARMG-RS is
restricted to recruiting stations and HQVC users only. The

| ocal TASO can grant KCT access for ARMS users.
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TABLE 10-1 SYSTEMs DCA AUTHORI TY

SYSTEM DOVAI N LOCATI ON | DEPT CONTRCL DI V CONTRCL
AUTHORI TY AUTHORI TY
MCTFS DMC St. Louis M /M SSO M / DFAS- KC
OLDS/ UDM PS DMC St. Louis M /M SSO M / DFAS- KC
DRAS DMC M /M SSA DFAS KC/ CMC( MVBR)
Mechani csbur g,
PA
VEF- 1200 DMC St. Louis M /M SSO M
HVF DMC St. Louis M /M SSO M
Auth Strength |DMC St. Louis M /M SSO CG MCCDC ( TFS)
Report
Oficer DMC St. Louis M /M SSO CcMC ( MMOA- 3)
Staffing Goal
Enli st ed DMC St. Louis M /M SSO CMC ( MVEA-5)
Staffing CGoal
Tabl e of DMC St. Louis MC/ M SSO CG MCCDC (TFS)
Manpower Reqt
ODSe DMC St. Louis M /M SSO M
ARVS DMC St. Louis M /M SSO M

DEPOT/ MCT/ ELS
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CHAPTER 10
ACCESS/ SECURI TY

SECTI ON 2: MARI NE CORPS MANPOWNER OPERATI ONAL DATA STORE ( MCMODS)

10201. I NTRODUCTION. The MCMODS is a client server based
retrieval systemwhich utilizes MCTFS data in a relational

dat abase. The MCMODS includes the Total Force Data Warehouse
(TFDW for historical data and the Operational Data Store-
Enterprise (ODSg) for current data. The MCMODS is not a
transacti onal database. Rather, this application allows the
user to create and extract reports using of Commercial Of the
Shel f (COTS) report building software.

10202. BACKGROUND. The Marine Corps manpower comrunity has a
need to obtain tinely, accurate data that currently exists on
the MCTFS Master File. Historically, numerous stovepi pe systens
has been devel oped by the user to obtain this data. These
systens were typically built by a "duty expert”, who then left,

| eavi ng the system unsupportable. The MCMODS, and nore
specifically the ODSg were devel oped to provide field users with
easy access to nanpower dat a.

10203. BENEFI TS OF ODSe. The benefits and expected field use of
t he ODSg i ncl ude:

1. Inprove quality and tinmeliness of personnel records.
2. Reduce costs and i nprove service to custoners.
3. Produce tinely and accurate personnel reports.

4. Alow for the devel opment of other applications which rely
upon the ODSg as a commobn data source.

10204. FLOW OF | NFORVATION. MCTFS information is extracted
fromthe MCTFS mai nframe and downl oaded to the ODSg server. Data
currently maintained though a touched record refresh process,

whi ch overlays old data with the nost current data contained in
MCTES. Each SR, the full ODSg database is refreshed and
replicated to shared services as required.
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10205. ACCESS TO THE ODSg. Access to the ODSg data will be
avai |l abl e to manpower nanagers at the major subordi nate command
(MSC) level. This access will be controlled by the |Iocal M SSO
Units requesting access will be required to submt a letter to
the MSSOw th justification for access.

1. Approved users may access the database via using standard
networ k connections and a PC. Currently, the data available in
ODSg is sorted and mani pul ated t hrough the use of two software
prograns, |npronptu and PowerPlay. The capabilities of these
prograns are as follows:

a. Inpronmptu is a Wndows based interactive database query
and reporting tool that allows users the ability to quickly and
easily create reports.

b. PowerPlay is a Wndows based anal ytical tool designed for
managers. It has the capability to generate reports, but is
desi gned nore as an analytical tool to identify problem areas,
trends, etc..

2. Canned reports have been devel oped in Inpronptu to assi st
the end users in report generation. This does not restrict
users fromcreating their own reports. The COTS report buil ding
software has ad hoc capabilities to offer users the flexibility
in creating reports unique to a particular situation or

envi ronment .
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CHAPTER 11
ABBREVI ATl ONS/ DEFI NI TI ONS
11000. CGENERAL. This chapter contains information regarding the

abbrevi ati ons and acronyns used in this order. Abbreviations and
acronyns are used primarily to save space and tinme, but their use

must be limted and kept within the confines of assured

intelligibility.

11001. ABBREVI ATI ONS/ DEFI NI TI ONS. Abbrevi ati ons and definitions

used in this Mnual

are as foll ows:

AAU Adm n Assist Unit

ADABAS The system that nmaintains the data base.
ADABAS controls file security, what the
files look like, file maintenance,
backup and recovery.

ADCA Assi stant Department Control Authority

ADCON Adm ni strative Control

ADDTADRUC The second or subsequent Tenporary
Addi ti onal Duty Reporting Unit Code.

ADF Advi sory File

ADT Accunul at ed Depl oyed Ti ne

ANSI Aneri can National Standards Institute

AONP Aut omated Orders Witing Process

ASC Aut omat ed Servi ces Center

AUTCDI N Automatic Digital Network

B&A Bond and Al |l ot ment System

BI R Basi ¢ I ndi vi dual Record

BNA By Nanme Assi gnnent

BTR Basi ¢ Trai ning Record

CD Compact Di sk

Centr al Processing site of MCTES input at

Certified Diary

DMC, St. Louis
Diary certified by ELSIG but not
processed

CFM Central File Maintenance and/or conpl eted
processi ng

Cl CS Custoner ldentification Control System

Cl SD Communi cations I nformati on System
Di vi si on

CVF Central Master File
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CVR Central Master Record

CO Commandi ng O ficer

COM gener at ed Comput er generated entries

COMPLETE A supported tel eprocessing systemt hat

conbi nes software for all tel eprocessing
functions into a single software package
using a single network of term nals.

CONUS Continental United States

COrs Conmercial O f-The-Shel f Software

CRUC Command Reporting Unit Code

CuDDB Commander's Unit Diary Data Base

DCA Departnent Control Authority

DCTB Date Current Tour Began

Decertified D ary A unit diary decertified after ELSIG
certification and prior to processing.

DEERS Def ense Enrollnment Eligibility Reporting
System

Def aul t When a variety of options are

avai | abl e, the software bei ng used
automati cal ly suggests the nost comonly
utilized option.

DFAS- KC Def ense Fi nance Accounting Servi ce-Kansas
Cty

DLT Deci si on Logic Tabl e

DMC Def ense Mega Center (St. Louis, M)

DVDC Def ense Manpower Data Center (Monterey,
CA)

DVR D ary Managenent Report

DO Di sbursing O ficer

DONCAF Depart nent of the Navy Central
Adj udi cati on
Facility

DPI Data Processing Installation

DRAS Def ense Retiree and Annuitant Pay System

DRD Depl oynent Return Date

DRS D ary Retrieval System

DSC Depl oynent Status Code

DSF Diary Statistics File

DSSN Di sbursing Station Synbol Nunber

DTG Date Tinme G oup

EAS Expiration of Active Service

ECO ELSI G Control O ficer.

EDD Esti nated Date of Departure

ELSI G El ectronic Signature. A two-part code
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Error Statenent

EUCE
EUCE- FMF

F&E
FAP
FAPRUC

FMCC

FMVF

GOTS

HAVS

HVF

HQVC

| &l

| SMD

| MPROVPTU
| NFOPAC

| RR

| SMO
| TD
JCALS
JURI S

LAN
MASS
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consi sting of a seven-digit al pha-nuneric
sequence generated by the system plus a
three-digit al pha-nuneric sequence (SEED)
determined by the individual. The ELSIG
Is used to access the system limts
access to certain files, identifies
specific operators, and limts those
functions which an operator is authorized
to perform ELSIG types include Master
ELSIG CO ELSIG ELSIG control officer,
ELSI G Certifyer, Supervisor, ELSIG

Revi ewer, Preparer, System Cenerat ed.
Entry Level Schools

A nessage that describes an error when
the system detects that erroneous

i nformati on has been input.

End User Conputing Equi pnent

End User Conputing Equi pnent-Fl eet Mari ne
Force

Format & Edit

Fl eet Assi stance Program

Fl eet Assi stance Program Reporting Unit
Code

Future Monitored Conmand Code

Fl eet Marine Force

Governnment O f - The- Shel f

Headquarters Accession Managenent System
Headquarters Master File

Headquarters Marine Corps

| nspector-Instructor

I nformati on Systens Managenent Depart nent
COTS Report buil der

A retrieval systemfor preformtted
reports.

I ndi vi dual Ready Reserve

I nformati on System Managenent O ficer

I nformati on Technol ogy Directorate,
Kansas City.

Joi nt Conputer Aided Logistics Support
System

The regi on supported by a M SSO for the
processi ng of MCTFS dat a.

Local Area Network

Manpower Assi gnnent Support System



MCMODS

MCTES
MCTFSCODESVAN
MCTFSPRI M

MAGTF
MCC
MCDN
MCRD
MCRI SS

MCRSC
MCTFSAPSM
VECF

VEF

VEU

MG

M SSA

M SSO

MOS
VPF
MI'F
NATURAL

oDS
OLDS
On-Li ne

OPCON
Open Diary

PCSO

PEN

PES

PETR

PIR

PMCC

Processed Diary
PRUC

PS

PIR

M SSO MANUAL

Mari ne Corps Manpower Operation Data
Store

Mari ne Corps Total Force System

Mari ne Corps Total Force Codes Manua
Mari ne Corps Total Force Personnel
Reporting Instructions Manual

Marine Air Ground Task Force
Moni t ored Conmand Code

Mari ne Corps Data Network

Mari ne Corps Recruit Depot

Marine Corps Recruit Information Support
System

Mari ne Cor ps Reserve Support Comrand
MCTFS Aut omat ed Pay Systens Manua
Master Error Control File

Mari ne Expeditionary Force

Mari ne Expeditionary Unit
Machi ne- Gener at ed

Manpower | nformation Systens Support
Activity

Manpower | nformation Systens Support
Ofice

Mlitary Cccupational Specialty
Master Pay File

Message Text For mat

A progranm ng | anguage used to access the
data base files and retrieve data.
Qperational Data Store

On-line Diary System

El ectronic input/output of information
di spl ayed on the screen to centra
conput er.

Operational Contro

Di ary opened but not certified by
ELSI G or processed

Per manent Change of Station Orders
Program El enent Nunber

Per f or mance Eval uati on System

Pay El enment Transaction Regi ster
Probl em I dentification Report
Present Monitored Command Code

A diary that has processed within MCTFS
Present Reporting Unit Code
Probl em Sheet

Troubl e Report
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PUREX

RCCPDS

RCN

RDM

RED

RELACDU

RER Fl ag
Response Tine

R C
RCS
ROSCCE

RU
RUC
SCR
SALTS

SDPI
SEED

SELNMS
Sequence Nunber

SER
Sl
SVARTS

SMCR
SR
SSC
TAD
TADRUC

TASO
TFRS
TPFDD
TRECON

11-6

M SSO MANUAL

Purification and Extract Process which
identifies possible error conditions or
data el enents that require update
Reserve Common Conponent Personnel Data
System

Responsibility Center Nunber

Recruit Distribution Mdule

Record of Energency Data

Rel ease From Active Duty

Reenl i stment, Extension, Retirenent Flag
The el apsed tine between pressing the
ENTER key and the system responding to
the input.

Routi ng I ndi cator Code

Record of Service

Avai | abl e user application that allows
nore than one user to access the system
t hrough various programm ng | anguages
Reporting Unit

Reporting Unit Code

Syst em Change Request

Stream Li ned Aut omated Logi stics
Transm ssi on Systens

Satellite Data Processing Installation
A three-digit al pha-nuneric sequence
which is determ ned by the operator and
Is the second increnment on an ELSI G
Student Entry Level Managenent System
The three-digit nunber which

di sti ngui shes the variations of a TTC
Syst em Excepti on Report

Standard ldentification Infornmation
SABRS Manpower Anal ytical Retrieval Tool
System

Sel ected Marine Corps Reserve

Sof t war e Rel ease

Servi ce School Code

Tenporary Additional Duty

Tenporary Additional Duty

Reporting Unit Code

Term nal Area Security Oficer

Total Force Retention System

Ti me Phased Force Depl oynent Data
Transacti on Reconciliation File

M SSO MANUAL



TRF
TTC

ub

ubsS

UDP

ub/ M PS

U&E
User| D

VCA
VEF
VLO

WAN
WESTPAC

Transacti on Researcher File

Type Transaction Code. A four-digit
nunber whi ch defines the basic
transaction to be utilized on unit diary.
Unit Diary

Unit Diary System

Unit Depl oynent Program

Unit Diary/ Marine Integrated Personnel
System

Updat e and Extract

A User ldentification Code which allows
access to a specified on-line system

Di vision Control Authority

Val i dation Extract File

Process for transm ssion of feedback
reports vi a nessage fornat

W de Area Network

Western Pacific
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